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Customer Satisfaction 


If you discover physical defects in the manuals distributed with an Apple product or in the 
media on which a software product is distributed, Apple will replace the documentation 
or media at no charge to you during the 90-day period after you purchased the product. 


In addition, If Apple releases a corrective update to a software product during the 90-day 
period after you purchased the software, Apple will replace the applicable diskettes and 
documentation with the revised version at no charge to you during the six months after 
the date of purchase. 


In some countries the replacement period may be different; check with your authorized 
Apple dealer. Return any item to be replaced with proof of purchase to Apple or an 
authorized Apple dealer. 





Limitation on Warranties 
and Liability 


Copyright 


Product Revisions 


Even though Apple has tested the software described in this manual and reviewed its 
contents, neither Apple nor its software suppliers make any warranty or representation, 
either express or implied, with respect to this manual or to the software described in this 
manual, their quality, performance, merchantability, or fitness for any particular purpose. 
As aresult, this software and manual are sold ‘‘as is,’”’ and you the purchaser are 
assuming the entire risk as to their quality and performance. In no event will Apple or its 
software suppliers be liable for direct, indirect, incidental, or consequential damages 
resulting from any defect in the software or manual, even if they have been advised of 
the possibility of such damages. In particular, they shall no have no liability for any 
programs or data stored in or used with Apple products, including the costs of recovering 
or reproducing these programs or data. Some states do not allow the exclusion or 
limitation of implied warranties or liability for incidental or consequential damages, so 
the above limitation or exclusion may not apply to you. 


This manual and the software (computer programs) described in it are copyrighted by 
Apple or by Apple’s software suppliers, with all rights reserved. Under the copyright 
laws, this manual or the programs may not be copied, in whole or part, without the 
written consent of Apple, except in the normal use of the software or to make a backup 
copy. This exception does not allow copies to be made for others, whether or not sold, 
but all of the material purchased (with all backup copies) may be sold, given or loaned to 
another person. Under the law, copying includes translating into another language. 


You may use the software on any computer owned by you but extra copies cannot be 
made for this purpose. For some products, a multi-use license may be purchased to 
allow the software to be used on more than one computer owned by the purchaser, 
including a shared-disk system. (Contact your authorized Apple dealer for information 
on multi-use licenses.) 


Apple cannot guarantee that you will receive notice of a revision to the software 
described in this manual, even if you have returned a registration card received with the 
product. You should periodically check with your authorized Apple dealer. 
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About This Manual 


The AppleWorks Tutorial explains how to use AppleWorks™ 
Integrated Software with your Apple Ile computer. The manual 
assumes you have already used AppleWorks’ training disk, Apple 
Presents... Appleworks, to learn some of AppleWorks’ basic 
features. If you haven’t used the training disk, try it now and then 
come back to this manual. Instructions on starting up the training 
disk are given at the end of this Preface. 


This manual reinforces what you learned with the training disk and 
takes you through some additional features. It is divided into these 
parts: 


@ Chapters 1 and 2 introduce AppleWorks, tell you how to start up 
AppleWorks, and present a scenario that takes you through 
typical activities. Chapter 2 also includes information about 
saving files. 


® Chapters 3 and 4 include instructions for using AppleWorks’ 
Data Base. After you finish with them, you'll have some ideas 
about how to organize, update, and report information you 
normally keep in lists. 


@ Chapters 5 and 6 give you instructions for using AppleWorks’ 
Word Processor. After you finish with these chapters, you'll 
know a lot about creating and formatting documents such as 
letters and reports. 


@ Chapters 7 and 8 present instructions for using AppleWorks’ 
Spreadsheet. After you finish with them, you’ll have a good start 
toward keeping numerical information and changing it when 
some of that information changes. 


@ Chapter 9 tells you how to provide AppleWorks with information 
about your printer and how to print reports and documents. 
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As you work with the instructions in these chapters, you'll be using 
the sample files on the AppleWorks Sample Files disk. You should 
begin with Chapters 1 and 2 and then go to the parts that interest 
you most. Follow the instructions in Chapter 9 before you begin 
using AppleWorks to print reports and documents. 


The instructions in this tutorial assume that you are using one disk 
drive. You can follow these instructions whether you have one disk 
drive or more. If you really want to use your second drive for the 
AppleWorks Sample Files disk, see Chapter 2 of the AppleWorks 
Reference Manual to find out how to change the standard location 
of your data disk. 


For More Information About AppleWorks 


The AppleWorks Reference Manual contains complete information 
about all of AppleWorks’ features. Other handy sources of 
information include the indexes at the back of both manuals and 
the Reference Card at the back of the AppleWorks Reference 
Manual. 


In addition, the Help displays in AppleWorks tell you what features 
you can use at any given time. You can get help information by 
holding down (called the Open-Apple key) and pressing 
lightly when the help available message appears in the bottom 
right corner of an AppleWorks display. 


By the Way: The help available notice at the bottom of the display may 
appear in one of two forms: 


e a black * in a white square, that is, an inverse *, followed by a 
question mark 


e an outline of an Open-Apple, also followed by a question mark. 


These forms all mean the same thing—help is available when you hold 
down and, while still holding it down, press (7? ). 
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If You’re an Experienced Computer User 


If you’re familiar with other data base, word processing, or 
spreadsheet software, you may want to skip most of the tutorial 
information and just start using AppleWorks with the AppleWorks 
Reference Manual. Before you do, however, 


e@ use the training disk, Apple Presents... Appleworks, to get to 
know AppleWorks 


@ follow instructions in Chapter 9 of this manual to make sure 
AppleWorks and your printer can communicate. 


Then you’re on your way. 


Equipment Checklist 


Before you start using this tutorial, check your equipment. You'll 
need: 


@ an Apple lle computer 


@ an Apple 80-Column Text Card, preferably one with extended 
memory, in the larger auxiliary slot 


® a monitor 

® one or more disk drives with a controller card in slot 6 
@ the AppleWorks Startup and Program disks 

@ The AppleWorks Sample Files disk 

@ Apple Presents... AppleWorks training disk 

@ two blank disks 


Read the sections of your Apple Ile Owner’s Manual that explain 
how to set up your computer. 


To make maximum use of AppleWorks with this tutorial, you need 
a printer with a printer interface card in slot 1. Before you can use 
your printer with AppleWorks, though, you should make sure 
AppleWorks and your printer can communicate. You'll read about 
that in Chapter 9. 


Equipment Checklist 





Notes in the margins reinforce new 
terms or point to useful information 
presented elsewhere in this manual. ; 





Here’s some other equipment you might find helpful in using 
AppleWorks: 


@ A ProFile, or rigid disk, with the interface card in slot 5. If you 
are using a ProFile, you should be familiar with the information 
in the ProFile Owner’s Manual and in Appendix B of the 
AppleWorks Reference Manual. 


e A system clock, with the interface card in slot 2 or 4. 


How This Manual Is Designed 


As you work your way through this manual, you’ll be following 
numbered instructions in the left column. The right column 
contains points of interest along the way. 


When you read directions in this tutorial that tell you to press some 
keys, and those keys have hyphens between them (like (G)-(Q)), 
this means that you press those keys simultaneously. In actual 
practice, you will probably press the first key, and, while still 
holding it down, then press the second key. 

Look for these visual aids throughout the manual: 


Words in the text that appear in boldface are defined in the 
glossary of the AppleWorks Reference Manual. 


Gray boxes provide you with incidental information and helpful hints. 


Warning 
Warning boxes like this alert you to potential problems. 
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ee We Welcome Your Help 


A Tell Apple card appears at the back of the AppleWorks 
Reference Manual. Please fill it out and return it to us after you’ve 
had some experience using AppleWorks. That way, we can use 
your suggestions for improving our products and manuals. 


ss Ss AppleWorks Training Disk 


Apple Presents. ..AppleWorks is a disk introducing you to some of 
the basic features of AppleWorks. 


There are two volumes. Start with Volume 1 and, if you wish, go on 
to Volume 2. 


With your Apple turned off, follow these steps: 


1. Hold the disk with your thumb on the label of Volume 1. 
2. Put the disk in drive 1 and close the door. 
3. Turn on your monitor or television set. 


4. Turn on your Apple. In a few moments, a menu appears on the 
screen. 


5. Select the Introduction and follow the directions. Have fun! 


AppleWorks Training Disk 
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Getting Started 


This chapter provides basic information about AppleWorks. It 
defines AppleWorks and tells 


@ how AppleWorks works 

@ what to do first 

@ how to start up AppleWorks 

@ what the Main Menu does 

@ how to jog your memory with help information 


@ how to use the Escape key. 


What Ils AppleWorks? 


AppleWorks is an integrated computer applications program that 
helps you do al/ three of the activities most people use computers 
for: data base management, word processing, and spreadsheet 
analysis. Because AppleWorks is integrated, you can move from 
one activity to the next instantly; you can combine different types 
of information with just a few keystrokes; and you need to learn 
only one set of instructions to do all activities. 


AppleWorks provides you with three software tools: 


@ The Data Base helps you organize and report information you 
ordinarily keep in lists or on index cards—names and 
addresses, schedules and ticklers, expense items, household 
and business inventories, checkbook records, travel itineraries, 
names of business contacts. The Data Base lets you organize 
the information and then print it in a form that suits your needs. 


What Is AppleWorks? 





Documents 














@ The Word Processor helps you create documents you have 
previously used a pen, pencil, or typewriter to produce— 
memos, letters, reports, proposals, and articles. It lets you 
create, edit, and print any of these documents, formatted to 
your specifications. 


@ The Spreadsheet helps you work with numeric information you 
ordinarily keep in rows and columns—financial statements, 
forecasts, and budgets. Then you can print this information 
whenever necessary. 


In addition to working with the Data Base, the Word Processor, 
and the Spreadsheet, you can cut and paste, or transfer, portions 
of one file into another instantly. See how AppleWorks’ cut and 
paste feature can save you time: 


1. You are the treasurer of your local community volunteer 
association, so you keep the budget and the annual financial 
statement with AppleWorks’ Spreadsheet. When it comes time 
to write the annual report, you can use the Word Processor to 
write the report, and then cut and paste the financial 
information right into it. 


2. Your business requires that you keep expense information for 
billing customers. You can use the Data Base to organize and 
total the expenses and the Word Processor to create invoices. 
Use AppleWorks to cut and paste the list of expenses right into 
the invoice. 


3. You are writing a letter to your mother-in-law to tell her when 
you will be visiting this summer. You can write the letter using 
the Word Processor and keep records of your travel itinerary 
with the Data Base. You can electronically cut and paste the 
travel itinerary right into the letter with AppleWorks—no more 
scissors and tape! 


One use of your Apple Ile not mentioned previously: some people 
do use them to play games! You may soon find, however, that using 
AppleWorks is (almost) as much fun as playing a game, with more 
tangible end results. But whether you’re a game player or not, 
AppleWorks is fun to learn and immensely useful to you in your 
business and home life. 
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A file is a collection of information 
created by AppleWorks’ Data Base, 
Word Processor, or Spreadsheet. 


AppleWorks files correspond to file 
folders. 


How AppleWorks Works 


When you use AppleWorks, you work with information in files. 
AppleWorks files are collections of information created by one of 
AppleWorks’ three software tools: the Data Base, the Word 
Processor, or the Spreadsheet. AppleWorks files correspond to 
the information you usually keep in file folders. 





How AppleWorks Works 








The files AppleWorks creates are stored on a flexible, or floppy, 
disk. Keeping your AppleWorks files on disk is just like keeping 
files in a file cabinet. 





Just like a file cabinet, a disk can 
contain several AppleWorks files. 
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AppleWorks’ Desktop contains files you 
are currently working on. 








When AppleWorks gets a file from a disk, it puts a copy of the file 
on the AppleWorks Desktop. AppleWorks’ Desktop is actually the 
Random Access Memory (RAM) of the computer. The Desktop can 
hold up to twelve files at a time. 


You use AppleWorks to work with information in a file. Then you 
can switch from one file on the Desktop to another. And you can 
cut and paste information from one file into another electronically. 


=Random Access Memory (RAM) 





How AppleWorks Works 





Saving files makes a permanent copy 
of the files on the disk. 


Saving Files 








After you finish with the files on the Desktop, you save the new or 
changed files by putting them back onto the disk. Then you have a 
permanent copy of these new or changed files. 
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The Startup disk contains startup 
instructions for the computer. The 
Program disk contains AppleWorks 
program instructions. The Sample Files 
disk contains sample files that you will 
use in this tutorial. 


Write-protected disks prevent you 
from erasing or writing over the files on 
them. 


What to Do First 


You'll use three AppleWorks disks in this tutorial: 


@ the AppleWorks Startup, or boot, disk, which contains startup 
instructions for the Apple computer 


the AppleWorks Program disk, which contains AppleWorks 
program instructions 


@ the AppleWorks Sample Files disk, which contains sample files 
you'll use in this tutorial 


All three disks are write-protected so that the information on 
them can’t be changed. Before you do anything else, it is essential 
that you make copies of all three AppleWorks disks. If you use 
DOS 3.3, use the COPYA command. If you use ProDOS, use the 
ProDOS Filer. The manual for your operating system tells you how. 
After you have made your copies, put the originals in a safe place 
and work from your copies. 


Each time you start to work with the sample files, make a new copy 
from the original Sample Files disk. Then you’ll always start with 
new, unchanged files. 


How to Start Up AppleWorks 


To start up AppleWorks, follow these instructions: 


Steps to Follow Points of Interest 


1. Put the AppleWorks 
Startup disk into drive 1. 


2. If the monitor is off, turn it 
on. 


3. If the computer is off, turn it 
on. If it is already on, press 


The instructions on the Startup disk take several seconds to be 
read into the memory of the Apple Ile. Then AppleWorks asks for 
the Program disk. 


4. Remove the Startup disk, 
insert your copy of the Program 


disk, and press (RETURN). 


How to Start Up AppleWorks Ee 








AppleWorks then requests a date, as Figure 1-1 illustrates. 
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Figure 1-1. Request for a Date ee 





Form used for the date 
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AppleWorks’ request for a date 


Where you’ll type a date if you don’t SE Tum 
accept the one that’s displayed AppleWorks gets the date it displays from the Program disk. It’s 


always the most recent date on which you started up AppleWorks. 
Or it gets the date from your system clock, if you have one. 

AppleWorks uses this date as a reference when it saves files. The 
date must be after 01/01/83, which is when AppleWorks was born. 


Memory Available: Depending on the size of your Apple’s memory, the 
space available number you see on your display may be higher or lower 
than the one in Figure 1-1. 


5. Press to accept 
the date displayed. Or type 


today’s date using the form 
shown on the display. Then 


press (RETURN). 


If you make a mistake before 


you press (RETURN), press (ESC) 


to get the original date back. 
Then retype the correct date 


and press (RETURN). 
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Pressing {RETURN ] accepts 


information you’ve typed or an answer 
AppleWorks has supplied. 


Figure 1-2. The Main Menu 


A prompt is a request for an answer. 


The cursor shows where you’ll type 
next. 





AppleWorks presents the Main Menu, shown in Figure 1-2. The 
callouts refer to the numbers in the text that follows. The Main 
Menu—the starting and pivotal point for AppleWorks activities— 
contains a list of options from which you choose one. 





1. The Main Menu is in the form of an index card. Index cards like 
this one appear whenever you’re working with Main Menu 
activities. 


2. This area always tells where AppleWorks will look for files. 


3. This area always tells where you are in the AppleWorks 
program. 


4. These are your options, the activities you can use now. The 
activity AppleWorks thinks you’ll want is highlighted. 


5. If you choose iter Fectitvi ties, you get a second list of 
activities. 


6. This area contains AppleWorks’ prompt. An AppleWorks 
prompt asks for information or tells what you can do now. 


7. The cursor shows your position on the screen. 


8. Whenever (G)-"" } ar £1 appears in this area, you can ask 
AppleWorks for help information or a list of the AppleWorks 
features you Can use. 
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hh ———__ Jogging Your Memory With Help Information 


Recall that you can get help information whenever (G)-*: 

ric: im appears in the bottom right corner of the ‘aisha 
If you ask for help now, you’ll get a list of the AppleWorks features 
you can use with the Main Menu, as well as other useful 
information. Go ahead and try it: 


Steps to Follow 


1. Hold down and press 
lightly. You don’t have to 


Points of Interest 


If you press too long, 
AppleWorks beeps at you. 


Don’t worry, though. That’s just 
a friendly reminder to use a 
lighter touch. 


press for (7). 


After you hold down and press lightly, you see help 
information for the Main Menu, which is illustrated in Figure 1-3. 
Pay attention to only one area now: the top right corner tells where 
you'll go if you press (ESC). That’s described next. 


Figure 1-3. Main Menu Help Screen 


Where you'll go if you press 
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ee §Using the Escape Key 


Regardless of where you are in AppleWorks, the information in the 
top right corner a/ways tells where you’ll go if you press (ESC). 
Pressing can get you out of an uncomfortable spot or 
unfamiliar territory. Pressing also helps you move around 
within AppleWorks. Always check this information whenever you 
have a question about what you’re doing. 


Pressing returns you to your 
previous activity. 


And now practice using (ESC): 


Steps to Follow Points of Interest 


1. Toreturn to the Main Menu, 


press (ESC). 


If you want, now you can practice getting the help information 
again by holding down and pressing lightly, and then 
moving back to the Main Menu by pressing (ESC). 


Did You Hear a Beep? Occasionally AppleWorks will beep at you. This 
is AppleWorks’ way of saying that you pressed an inappropriate key or 
typed inappropriate information. When AppleWorks beeps at you, you 
will probably be able to figure out what it means without too much 
trouble. 


Moving Along 


You’re off to a good start. In this chapter, you’ve learned some 
terminology and concepts, and you 


@ started up AppleWorks 

@ saw the Main Menu 

® learned how to use help information 

@ learned how to use the Escape key. 

Now you’re ready to continue through Chapter 2. As you continue, 
remember this: it’s hard to make a mistake that you can’t easily 


correct. So even your very first experiences with AppleWorks 
should be fun and relaxing. 


Moving Along 











sing AppleWorks: 
A Scenario 





17 Setting the Stage 

18 Starting Up 

18 Getting Files for the Desktop 

24 Changing Back and Forth Among Files 
26 Updating Information 

27 Saving Changes to Files 


Chapter 2: Using AppleWorks: A Scenario 











Using AppleWorks: 
A Scenario 


This chapter takes you through AppleWorks’ main steps. It tells 
how to 


e get files for the Desktop 
@ change back and forth among files on the Desktop 
® update information 


@ save changed files. 


As you follow the steps described in this chapter, you'll use files 
from the AppleWorks Sample Files disk. 


Setting the Stage 


Imagine that you are the secretary of your Apple Computer User 
Group. As the secretary, you have two main jobs: to keep records 
on members of the group and to send out the monthly newsletter. 
When you keep records on members, you use information in a file 
created by AppleWorks’ Data Base. The file is called User Group. It 
contains names, addresses, and other information. When you 
create the newsletter, you use AppleWorks’ Word Processor. The 
newsletter this month is in a file called June Newsletter. 


Let’s say that you’re going to work on the newsletter right now. 
Because you'll probably need information about members while 
you’re writing the newsletter, you should also have the User Group 
file accessible. You may want to update members’ records while 
you’re at it. After you finish working with these files, you’ll make a 
permanent copy of the changes you make. 


As you follow the steps in this chapter, you’ll see how AppleWorks 


makes your work easy and fun. So put on your Apple User Group 
T-Shirt, and let’s get going! 


Setting the Stage 








Rint eae §6Starting Up 


If you are continuing right from Chapter 1, AppleWorks’ Main 
Menu should still be displayed. If not, begin by starting up 
AppleWorks as you learned to do in Chapter 1. Stop when you get 
to the Main Menu. 


————————"" Getting Files for the Desktop 


The Main Menu lists options from which you select one. The option 
AppleWorks thinks you’ll select is highlighted. This is AppleWorks’ 


AppleWorks’ default value is the default value, the option AppleWorks chooses if you don’t specify 
answer AppleWorks thinks you'll give to one yourself. In other words, » YOu can choose it uae default. The 
a prompt. It’s always highlighted, and default value, : “e sa: hice: tea aaa is your selection. 
you select it by pressing ; PLLeS fo Tre Liesk y 

Steps to Follow Points of Interest 


1. Toselect eich Files te 


PFig: Limam fim =, Press - 
RETURN }. 
AppleWorks presents the Add Files menu, which is illustrated in 
Figure 2-1. 
Figure 2-1. The Add Files Menu Pe pO a a ll gj a eh reap me ol rr ld pe nc ED a a le do a 
The second level of index cards > — So ohrhrrCF Fs ,ts”:t«s«C(W?# 
The default value —_$—_—_ 


Space available for files 
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ITE pay setg gre atte aa a tells h Ow 
many /yotisende of characters of 


Desktop space are available for files. 





As you just learned, the default value is highlighted on the Add 
Files menu, as it is on all menus. Take notice of these other two 
important points on the Add Files menu: 


@ This menu is on the second index card. The first is the Main 
Menu. By tracing these levels, you can tell where you are and 
where you’ve been. 


@ =P ECG Fvaiiginie tells how much of the computer’s 
memory, or Desktop space, is available for files. Available space 
appears with a K, which stands for thousands of characters 
(either letters or numbers). The amount of chlanied ae 
changes as you add files to the Desktop. = Pike a 
information appears in this area whenever (i ae 
doesn't. 


Continue these steps to add files to the Desktop: 


2. Confirm that your files will 
be in drive 1 by pressing 


(RETURN). 


AppleWorks asks you to insert the data disk in drive 1. When you 
use one disk drive, as you’re doing now, you’ll occasionally be 
asked to put the Program disk back in drive 1, or to reinsert the 
data disk (in this case the Sample Files disk). That’s because 
AppleWorks needs to bring more program instructions or another 
file into the computer’s memory. 


Warning 


Switch Program and data disks when requested, but only when 
requested. 


Getting Files for the Desktop 








Switch the two disks, as requested: 


3. Remove the Program disk 
from drive 1, insert the Sample 
Files disk, close the door of the 


disk drive, and press (RETURN). 





The AppleWorks Files display is a list AppleWorks presents its Appleworks Files display, which is a list of 
of the AppleWorks files on the current —_ the files on the disk in the current drive. The list is illustrated in 





disk. 
Figure 2-2. 
Figure 2-2. List of AppleWorks Files i 0 OE ED SE i no ee A ST ET Tn Er pT oT ue ms PR A TO oN 


The third level of index cards 










The AppleWorks files on the disk, listed 


alphabetically according to the 7 
software tool that made them ok 


sat Fae} ted tab aed Coad tebe bad 





Continue by selecting wun ewes. st ter from the list of files: 
4. To highlight .::r: If you bypass the name of the 
Press(1) or (7) tohighlight the menu “#2 .e27er, press file by mistake, press (7) to get 


option you want. Press (RETURN } to once. back to it. 
confirm your selection. 
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5. Press (RETURN). 





6. Remove the Sample Files 
disk, insert the Program disk, 


and press (RETURN). 





Getting Files for the Desktop 











As you can see, the June Newsletter file is off to a : oh start. The 


last line on the display, 2 t#in= Fro 
beginning of your second aviicie, 


, is the 


Now, because you'll also need the User Group records as you 

work, you are going to get a copy of that file for the Desktop: 

7. To leave the June The June Newsletter file stays 

Newsletter file, press (ESCAPE). on the Desktop, even though 
you can't see it now. 


8. To select option 1 from the 


Main Menu, press (RETURN). 


‘Notice that the size of available memory has been reduced 
because you have added a file to the Desktop. You can put up to 
twelve files on the Desktop as long as combined they’re not bigger 
than the number of characters in the Desktop itself. Don’t worry, 
though. Any time you try to get too many files, or a file that’s too 
big, AppleWorks displays a (friendly) warning message. 


9. Toselect Hic files 


‘isk, press (RETURN). 


10. Remove the Program disk, 
insert the Sample Files disk, 


and press (RETURN). 


Continue by selecting ier i:r cue from the list of files: 


11. To highlight the name of 
the User Group file, press 
five times. 


12. To request a copy of that 
file, press (RETURN). 


13. Remove the Sample Files 
disk, insert the Program disk, 


and press (RETURN). 
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o 
“5 


User Grou 


DesKtop=RAM 


AppleWorks copies the file from the disk onto the Desktop and 
displays it. The display shows the names and addresses of 
members of the Apple Computer User Group. 


So far, you’ve put copies of two files on the Desktop, so you can 
work with either one. Now you'll learn to switch back and forth 
between them. 


Getting Files for the Desktop 





(G)-(Q) always gets you the Desktop 
Index, which contains a list of files on 


the Desktop. Then you can select 
another file to work with. 








Changing Back and Forth Among Files 


Frequently when you're using one file on AppleWorks’ Desktop, 
you remember you want to do something with another. It’s quick 
and easy to change back and forth from one file to another. 


For example, now you have the User Group file displayed. Suppose 
you want to change back to the June Newsletter file: 


Steps to Follow Points of Interest 


1. To change to another fileon Qis for quick change. 
the Desktop, hold down 
and press (Q) lightly. 


AppleWorks opens a window in the letter and displays the 
Desktop Index. It contains a list of the files on the Desktop, so you 
can choose the one you want to work with. The last file you were 
using is always highlighted. 


2. Press once to highlight 


3. Press to select 
that file. 


AppleWorks displays the June Newsletter file again. You’ve made 
a quick change from a Data Base file to a Word Processor file. 

4. Now, if you want, practice It’s great fun. 

Changing back and forth 

between files with (G)-(Q). 
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AppleWorks’ Quick Change feature lets you do things like find a 
phone number while you’re writing a letter, look up your projected 
sales figures while you’re doing your expense report, and see how 
you phrased your cover memo as you’re working with the statistics 
that go in it. What’s more, when you go back to a file you were 
working on, the cursor is in the same place you left it, so you don’t 
lose your place. 


Changing Back and Forth Among Files 








Memory Aids: The Open-Apple key is frequently used in combination 
with a key whose letter reminds you of the action it performs. For 
example, you just learned about the (G)-(Q) combination, which 
stands for quick change. (G)-(P._) stands for print a report. (G)-(F ) 
asks AppleWorks to find some information. These memory aids make it 
a lot easier for you to remember what various key combinations do. 


Key combinations remind you of similar activities whether you’re using 
the Data Base, the Word Processor, or the Spreadsheet. So you only 
have to learn what a key combination means once to be able to use it 


wherever you are in AppleWorks. 


a _—( Updating Information 


Now that you know how to add files to the Desktop and change 
back and forth between them, it’s time to do some work with the 
User Group information. If you don’t have that file ieee oe it 
by holding down (G) and pressing (Q). Then select :. POLARS 


by highlighting it and pressing (RETURN). 


Pressing {ESCAPE } restores your 
Original entry. 





Take a look at the line that contains Robert Lawton’s address. You 
didn’t have his telephone number when you typed in the original 
information. Now that you have his number, though, go ahead and 


put it in. 


Steps to Follow 


1. To move the cursor down to 
Fe “+, press twice. 


2. TO move the cursor over to 
the space where Lawton’s 
telephone number goes, press 
three times. 


3. be in his sie alls 


Points of Interest 


If you bypass it, press to 
move the cursor back up. 


If you bypass that space, hold 
down and press lightly 
to move the cursor backward to 
where you want it. 


If you make a mistake while 
you’re typing the number, press 
once to restore the 
Original Space, and then start 
over. 
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Pressing |RETURN } accepts what 


you've typed. 


Saving files means copying them from 
the Desktop to a disk. 


A ProFile is a rigid disk that holds many 
files and programs. 


4. Toconfirm the information 


you just typed, press (RETURN). 


The cursor moves down to the next telephone number in the list. 


And that updates your list. Simple, isn’t it? So simple that you'll 
probably start thinking of more lists of names and addresses to 
keep with the Data Base—business contacts, personnel in your 
company, friends. After your initial investment of a little time to 
make the list, it’s easy to keep current, and it’s vastly useful. 


By the Way: In this procedure, you corrected typos by pressing 

and starting over. That’s often the easiest way. AppleWorks 
provides you with full editing features, however, which you’ll learn later 
on. 


Saving Changes to Files 


The activities you’ve learned so far in this chapter are typical of 
AppleWorks activities: you add files to the Desktop, you change 
back and forth among them, and you update information in them. 
What you’ll learn in this section is also typical: how to copy files 
you’ve changed from the Desktop to a disk, a process called 
saving files. At the end of this section, you’ll actually follow 
instructions to save files. 


First, look at Figure 2-3. It shows how AppleWorks saves 
information. See how a copy of a file comes into your Apple 
computer from the AppleWorks disk and how a file that you have 
made changes to is saved permanently on the AppleWorks disk. 
Of course, the procedure is the same when you are storing your 
information on a ProFile, or rigid disk. 


Saving Changes to Files = 










File is read from the 
)» disk and displayed 
on screen. 


Information in the 
file is changed. 






DeskKtop=RAM 


Changed file 
is stored on disk. 








Changes to files are temporary until you save the changed file on 
disk. Here are your options for saving files: 


1. 


You can save files and remove them from the Desktop at the 
same time. Use this procedure when you want to continue using 
AppleWorks but don’t think you’ll use these files again in this 
session. And especially use it when you want to get more space 
on the Desktop. 


You can save files and keep them on the Desktop. Use this 
procedure when you want to continue using AppleWorks and 
these files but don’t want to take a chance of losing new or 
changed information if you have a power outage or if someone 
turns off or unplugs your computer by mistake (Someone else, 
of course). 


. You can save files and leave AppleWorks. A/ways use this 


method when you quit using AppleWorks. 


Another way of saving changes lets you avoid going through the 
Main Menu and just save the file you’re using. It’s called the 
Ultimate Quick and Dirty Save Shortcut (UQDSS). The Ultimate 
Quick and Dirty Save Shortcut lets you save any file you’re working 
on at any time. You just hold down and press lightly, and 
AppleWorks saves the file—no questions asked! 


Saving Changes to Files 








What you should remember about saving files, whichever method 
you choose, is to do it often. That way you won't lose new files or 
important changes to existing files for any reason. In this chapter, 
you made a change to the User Group file, so you should save the 
changed file before you quit using AppleWorks. Use this method: 


Steps to Follow Points of Interest 


1. Toreturn to the Main Menu, 


press (ESCAPE). 
2. To highlight the last option 
on the menu, !::: 4%, press (1 ) 


five times. Then press (RETURN). 


AppleWorks asks you if you really want to quit. That’s a safety 
check so that if you choose the Quit option by mistake, you don’t 
have to follow through with it. You can always change your mind. 
3. Type ¥ to tell AppleWorks By typing *, you are selecting 
that you really do want to quit. the Yes option. 


Now AppleWorks asks you what you want to do with the changed 
User Group file, as Figure 2-4 illustrates. 


Figure 2-4. Quit and Save File Options 








The name of the file 
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4. To save the file on the disk 


in drive 1, press (RETURN). 


5. Remove the Program disk, 
insert the Sample Files disk, 


and press (RETURN). 


AppleWorks checks the disk and finds out you already have a User 
Group file on that disk. It then asks you if you want to replace the 
original User Group file with the changed file (the one containing 
the new information). 


6. To replace the original file 
with the changed file, press 


(RETURN). 


AppleWorks saves the file and displays the message 





You could restart AppleWorks now by inserting the Startup disk 
and pressing (CONTROL )-(G)-(RESET), or you could start another 


program. 


By the Way: AppleWorks asks you about saving new or changed files 
only. Since you didn’t change the June Newsletter file, AppleWorks 
didn’t ask you about saving it. Your file on the disk is still current. 


And now, congratulations! You’ve finished the scenario. And 
you've successfully worked your way through a basic AppleWorks 
experience where you learned steps you'll follow whenever you use 
AppleWorks. You 


@ put copies of files on the Desktop 

® moved from one file to another 

@ updated information in a file 

@ quit AppleWorks and saved the updated file at the same time. 


Eager for more? Move on to the next chapter for some more 
experience with AppleWorks’ Data Base. 


By the Way: If you want to branch off on your own, start using 
AppleWorks with the AppleWorks Reference Manual as your guide. 
Before you do, though, work your way through Chapter 9 so you can 
use your printer with AppleWorks. 


Saving Changes to Files = 
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Information 

35 Getting Ready 

36 Looking at Information in the File 

37 Moving the Cursor Through the File 

39 Changing Information 

42 Seeing Information in Different Layouts 
43 Finding Specific Records 

44 Arranging Records 

45 Customizing the Record Layout 

46 Getting the Change Record Layout Display 
47 Changing Category Positions 

48 Lengthening a Category 

50 Moving On 
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Working With Data Base 
Information 


AppleWorks’ Data Base allows you to organize information you 
usually keep in lists—names and addresses, information about 
your coin collection, your daily schedule. In this chapter, you’ll 
learn some fundamental Data Base activities that help you keep 
lists. Specifically, you’ll learn how to 


@ look at information in the Data Base file 

@® move the cursor 

@ change information 

@ see information in different layouts 

@ find specific records 

@® arrange records 

@ customize the way information is displayed. 


You will use AppleWorks’ Data Base to work with a file it originally 
created, the User Group file. 


Getting Ready 


Follow these steps to get the User Group file: 


Steps to Follow Points of Interest 


1. Restart AppleWorks as you 
learned to do in Chapter 1. 


2. To select the Main Menu 
option Haig: Files toe tris 
Lick tom, press 


(RETURN). 


Getting Ready 
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five times, and then press 


t the Program disk, 
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and press (RETURN). 
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terminology is called out in Figure 3-1, which shows the display 


that should appear on your monitor screen. 


When you look at and work with informat 
you should know what to call the information. Important Data Base 


from the lis 
AppleWorks d 
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eee = L ooking at Informat 
Figure 3-1. Data Base Terminology 


Characters are numbers and letters. 
Entries are individual pieces of 
information in a category. Categories 
contain one kind of information. 
Records are all the information about 
one person or item in the file. 


Pressing and (G)-(TAB) moves 
the cursor from entry to entry to the 
right and to the left. 





1. This is the name of the file displayed. 


O GELITELP-APT-CHMABMIE is your location in AppleWorks’ 
Dats base. which means that you can now review information, 
add to it, or change it. 


3S. 5electior: Aili recorcs means that AppleWorks 
is saieoiaing all the eueds in the file. 


4. Each line of information belongs to one record. A record is all 
the information about one person or item. The information 
about each member of the group is in a record. All the 
information you see about Paula Tuerk, for example, is in one 
record, and all the information about Lana Hayder is in another. 
You'll see 15 records displayed on a screen. 


5. A category contains one kind of information. First Name, Initial, 
and Last Name are categories. 


6. entries are individual pieces of information in a category. 
ice and iar: are entries in the First Name 


éategor and Pucrk and risucer are entries in the Last 
Name esibOny 
7. Characters are individual letters or numbers. Characters, for 


example, include 3 and J. 


Moving the Cursor Through the File 


When you move the cursor through the file, you can browse 
through information in that file, just looking to see what’s there. Or 
you can add to, change, or delete information. This section tells 
you how to move the cursor. 


First, look at the display. You'll find the cursor at the top left 
character in the file. 


Steps to Follow Points of Interest 


1. To move the cursor slowly works like a typewriter’s 
from one entry to the next, tabs. 


press lightly. 


2. To move the cursor more 
quickly, hold down briefly. 


Moving the Cursor Through the File 





Pressing or moves the cursor 


within an entry. 





3. To move the cursor back to The combination of and 
the beginning of the file, hold works like a backwards 


down and press tab. 
lightly. 


AppleWorks beeps when the 
cursor gets back to the 
beginning of the file. 


Now move the cursor down from record to record: 


4. To move the cursor down 
from record to record in the 
same category, press 
several times. 


5. To move the cursor up from Again, AppleWorks beeps when 
record to record, press the cursor returns to the top of 
several times. the file. 


Now move the cursor within an entry: 


6. Put the cursor on the first 
character of an entry. 





7. Press until the cursor A beep means that the cursor is 
stops and AppleWorks beeps at at the end of an entry and can’t 
yOu. move any farther. 


8. To move the cursor back to 
the first character in the entry, 
press until AppleWorks 
beeps at you. 


If the cursor is within an entry, you must use to move it back 
to the beginning before you can move it to another entry. 


In addition to moving the cursor record by record and within a 
record, you can also move the cursor through bunches of records 
at a time. One way of doing so is by using AppleWorks’ Ruler. 
AppleWorks’ Ruler divides a file into eight parts. If it’s a small file, 
the parts are small. If it’s a large file, the parts are larger. 
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When you use the Ruler, ((G) with (1 } 


through (9 )), you jump the cursor 
through the file by eighths. 


Ruler Measuring a File Vertically 
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£ 
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The insert cursor, which looks like a 


blinking bar, inserts information in front 


of the character the cursor is on. 





AppleWorks’ Ruler is a combination of and the number keys, 
through (9). When you use AppleWorks’ Ruler, you move the 
cursor to a record that approximately marks a particular division 
of the file. For example, if you press (G)-(5 ), you move the cursor 
to the record that’s approximately one half the way through the 
file. 


Here’s how to use the Ruler: 


9. To move the cursor halfway 
through the file, press (G)-(5 ). 


10. To move the cursor to the 
end of the file, press (G)-(9 ). 


11. Now press (G)-(1). Guess what? 


By the Way: Much of what you iearn about the Data Base is similar to 
what you’ll learn about the Word Processor and the Spreadsheet. 
When you get to the chapters about them, you’ll feel as if you’re 
greeting an old friend! 


Changing Information 


Suppose you find that you typed incorrect information about one 
of the User Group members. Robert Lawton’s last name is really 
Lowder. And his street is really S. Sunrise. (In the previous chapter, 
he didn’t have a phone number. Someone else must have typed in 
his record!) In this section, you'll correct these mistakes by 
inserting information and typing over information. 


Before you learn to insert, however, take a look at the cursor. It’s a 
blinking bar. The blinking bar cursor is AppleWorks’ insert cursor. 
Whenever you use that cursor, what you type is inserted, and 
remaining information is pushed to the right. 


Here’s how to insert: 


Steps to Follow Points of Interest 


1. Move the cursor to the first 
fey in dbl S Baelese: 


the first = Hi Po, Zz £ fof LIPaP Gb ink. 
2. TO move We cursor to the = 
IN urif LS, press (—) six 
times 
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The overstrike cursor, which looks like 
a blinking rectangle, types over existing 
information. 








3. TO make the correction, 


type =}. and press 


once. 


The information you typed is inserted where you wanted it, and the 
rest of the entry is pushed to the right. 


4. Press to confirm 
what you typed. 


Now you’re going to correct information by typing over incorrect 
information: 


in the iit or entry, press 
(G)-(TAB) twice and then 
(1). 


Watch the cursor change in the next step. It will change from the 
insert cursor to the overstrike cursor, which looks like a blinking 
rectangle. That cursor lets you strike over, or type right on top of, 
incorrect information. 


6. To change to the overstrike Eis for edit. 


cursor, press (G)-(E). 


Did you see the cursor change? Try (G)-(E) several more times to 
see the cursor change from a blinking bar to a blinking rectangle 
and back again. 


7. Make sure you’ve got the 
overstrike, blinking rectangle 
cursor. If you don’t, press 





Now use the overstrike cursor to correct Lawton’s name: 


8. Type Loker. Oops! Another mistake. 


9. To back the cursor up to the 
mistake, press three times. 


type =. 
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11. Press (RETURN). Now the information is correct. 


12. To switch back to the 
insert cursor, press (G)-(E). 


You get the blinking bar cursor, which allows you to insert 
information. 


Now correct some more information: Ms. Lasurdis’ first name is 
misspelled. It should be .. Lair 


M9, To move the cursor to the 
entry, press 


(6). (TAB) twice. 


14. To pos the cursor on the : 
in ise l ire, press (—) three 
times. 


15. Type <i: and press 
(RETURN). 


Now the entry reads «):cc4iie 1 if:e, which is correct. 


Correcting Information in the Data Base 


1. If you want to insert information, use the insert, blinking bar cursor. 


2. If you want to strike over incorrect information, use the overstrike, 
blinking rectangle cursor. 


3. Change from one cursor to the other with (G)-(E) (for edit). 


4. Use and to move the cursor across an entry without 
changing characters. 


5. Press to delete the character to the left of the cursor. 
6. Press to restore existing information in an entry before 


you press (RETURN). 
7. Press to confirm what you have just typed. 


Changing Information 








as sCSeeing Information in Different Layouts 


Multiple-record layout displays 
records in rows and columns. 


Single-record layout displays all the 
information in one record, and it 
displays the records one at a time. 


Pressing (G)-(Z ) switches you back 


and forth between multiple-record 
layout and single-record layout. 





The information AppleWorks is displaying now is in rows and 
columns. Up to 15 records are shown on one screen display. This 
method of display is called multiple-record layout. But because a 
Data Base record can contain up to 30 categories, you can't 
always see all the information each record contains when records 
are displayed like this. 


To see all the information in one record, you can zoom into it. 
Here’s how to zoom in to Homer B. Atkins’ record: 


Steps to Follow Points of Interest 


1. Move the cursor to any 
entry in Homer’s record. 


The cursor must be on the first 
character of any entry in the 
record you want to zoom in on. 


2. Press (G)-(Z). (Did you guess Zoom would 
be Z? A whole team of experts 
spent days deciding on Z, and 
you guessed it right away!) 


There’s the complete record for Homer Atkins in single-record 
layout. Single-record layout displays one record at a time, with all 
information displayed. 


Look at Homer’s record. Notice that there is information you 
haven't seen yet, including the kind of Apple computer he owns, 
the date he joined the group, his occupation and special interest, 
and other miscellaneous information about him. (As you look at 
this file, you'll see that Apple Computer users are a diverse group.) 


You can move the cursor through the file when it’s in single-record 
layout, too: 


3. TO move the cursor from If you keep pressing (| ), 
entry to entry down through the AppleWorks displays more 
record, press several times. records. 


4. To move the cursor from The cursor stays in the same 
one record to the next, press category each time. 


(G)-(1) several times. 
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Pressing or moves the cursor 


from entry to entry when you’re in 
single-record layout. 


Pressing (G)-(t ) or (G)-(1_) moves 


the cursor from record to record in 
single-record layout. 


Pressing (G)-(F ) lets you find 


information in a file. 


Now take a look at the top right corner of the display: 
takes you to the Main Menu, not to multiple-record layout, which is 
what you might expect here. That’s because you look at 
information in e/ther multiple-record or single-record layout, and 
you use (G)-(Z) to switch back and forth between them. 


5. To zoom back out to 
multiple-record layout, press 


(G)-(Z) again. 





Practice, if you want, switching back and forth between multiple- 
record and single-record layout: press (G)-(Z) several times. 
Remember that to see a// the information in one record, move the 


cursor to an entry in the record and press (G)-(Z). Press (G)-(Z) 
again to zoom back out to all the records. 


Finding Specific Records 


Now, suppose one of the members of the User Group asks if you 
know anyone who can get him a good deai on disks. (Well, what’s a 
user group for, anyway!) You remember someone can, and that you 
put something about disks in the person’s User Group record. But 
you can’t remember who it is. Rather than going through all the 
records yourself, you can have AppleWorks do it for you. You ask 
AppleWorks to find the member who can help: 


Steps to Follow Points of Interest 
1. Press (G)-(F). F is for find. 

2. Type iis and press 

(RETURN). 


Instantly, AppleWorks displays Felicia Marksworthy’s record. 
3. TO zoom in to Felicia’s You can zoom in when you’re 
complete record, press (G)-(Z). using the Find feature, as you 


just did, as well as from 
multiple-record layout. 


There’s what you’re looking for, in the Other category. 


Finding Specific Records 








Pressing (G)-(A) lets you arrange, or 
sort, records in the order you specify. 





4. To zoom back out, press 


(G)-(Z). 


5. Togo back to 
REVIEW/ADD/CHANGE, press 


(ESCAPE). 


Anytime you want to display particular records, use (G)-(Z). 


Arranging Records 


Now look at the records AppleWorks is displaying. They’re in no 
particular order. Suppose you want to arrange, or sort, the 
members’ records in alphabetical order by last name. Use the 
Arrange feature: 


Steps to Follow Points of Interest 


1. Move the cursor to any 
entry in the Last Name 
category. 


2. Press (G)-(A). A is for arrange, of course. 





AppleWorks tells you the file will be arranged by the entries in the 
Last Name category and asks you if you want the records arranged 
from A to Z, Z to A, 0 to 9, or 9 to 0. 


press (RETURN). 





AppleWorks arranges the records immediately! Neat. 


Practice arranging records according to other categories now, if 
you want. Try arranging by telephone number, for example. 
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By the Way: If you want to arrange records in a file by the entries in 
more than one category, first arrange the records by the less important 
category, and then arrange the records by the more important 
category. You could, for example, arrange this file by last name and 
then by their computers. Then you’d have alphabetical lists of people 
who own each type of computer. 


You can also arrange records by chronological or reversed 
chronological order according to information in categories with the 
word date in the category name, such as Date Joined or Hire Date. 


There are almost unlimited ways to arrange any file. 


ss—Ss—« Customizing the Record Layout 


As you recall, each record in the Apple Computer User Group has 
more information in it than you can view in multiple-record layout. 
It’s easy to customize the record layout so that records display the 
categories you want to see. Suppose, for example, that you want to 
see names, telephone numbers, and the information in the Other 

category. You’ll change the record layout as Figure 3-2 shows. 


Figure 3-2. Changed Record Layout 


Change from this layout 
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Now you’re going to switch category positions. Watch how the 
Other category moves to its left in the next step. 


a 


6. To switch category 


positions, press (G)-(<) slowly 
eight times. You don’t need to 


press (SHIFT). 





Each time you press (G)-(<), the Other category switches places 
with the category on its left. 

7. To move the cursor back to 

the left, press (<) four times. 








Pressing (G)-(<) or (G)-(> ) Figure 3-4 illustrates the results. 
repositions categories to the left or 

right. _ 

Figure 3-4. Record Layout With 

Repositioned Categories 

Repositioned Other Category — ——rrrr—“—“—i—‘“‘“CsisOC—s—s—S—S—sS—S 


~, ‘ 
ome gee eee Te 








Lengthening a Category 


All that’s left to do now is lengthen the Other category. Here’s how: 
8. To move the cursor to the 

Other category, press four 

times. 
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Pressing (G)- 


lengthens or shortens categories. 


Figure 3-5. Record Layout With 
Lengthened Categories 





9. To lengthen the Other About 28 times! 


category, press (G)-(-) until the 
Other category gets to the right 


edge of the display. 





Figure 3-5 illustrates the new record layout. 


Now leave the Change Record Layout display: 





10. Press (ESCAPE). 





AppleWorks asks which direction the cursor should go in when you 


press (RETURN). 





11. Press for down, The standard direction is down, 
for across, according to but you can have it go across. 
your preference. 











And presto! You now have the User Group displayed in a very 
different way. Now you can really check these people out! 
Remember, you can always zoom in to see a complete record. 
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Moving On 


In Chapter 4, you'll be using the User Group file again. But right 
now, take time to save the changed file without leaving the file: 


Steps to Follow Points of Interest 


1. Press (G)-(S). 


AppleWorks saves the file by replacing the original file with the 
changed file. (That’s the UQDSS.) After AppleWorks saves the file, 
you return to the REVIEW/ADD/CHANGE display of the User 
Group file. 

Wonderful! You did it! You 

® moved the cursor through the User Group file 

@ learned how to correct typos 

® zoomed in on records in single-record layout 

@® found a record you needed 

@® arranged records in a different order 

® changed the multiple-record layout to see other information 
@ saved a changed file by using the (G)-(s ) command. 


Now, forge ahead to Chapter 4, where you'll learn to make labels 
to send mail to User Group members. 
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Preparing a Data Base 
Report 
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Chapter 4: Preparing a Data Base Report 


Planning Data Base Reports 
Report Styles 
Report Formats 
Getting Ready 
Beginning to Report 
Formatting the Report 
Telling Which Records to Include 
Deleting Unnecessary Categories 
Placing Categories Appropriately 
Arranging Spacing 
Left-Justifying Categories 
Getting Set to Print the Labels 
Printing to the Screen 
Saving the Format With the File 











Preparing a Data Base 
Report 


This chapter provides instructions for preparing a Data Base 
report. It tells you how to 


@ plan Data Base reports 

@ begin to report 

@ format the report 

@ get set to print 

® print the report on the screen 

@ save the report format with the file. 


The report you’ll prepare, which will produce labels, uses 
information from the User Group file. 


Planning Data Base Reports 


When you are planning a Data Base report, you should ask yourself 
two questions: 


@ What report style do | want? 


@® How should | format the report? 


This section contains the information you need for answering 
these two questions. 
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Tables-style reports print records 
horizontally, in rows and columns. 


Figure 4-1. Tables-Style Report 
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Report Styles 








When you create a report with the Data Base, you can print 
information in two different styles: horizontally, in rows and 


columns; or vertically, one record at a time. 


Reports that are printed horizontally, in rows and columns, look 
like tables of information, and so they are called tables-style 
reports. Figure 4-1 shows a tables-style report for the User Group 


file. 
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Reports that are printed vertically look like labels, so they are 
Labels-style reports print records called labels-style reports. Figure 4-2 shows a labels-style report 
vertically, line after line. from the User Group file. In fact, these are the labels you'll create 
in this chapter. 


Figure 4-2. Labels-Style Report 


Homer B. Atkins 
1443 Valley Dr. 
Plains TX 77438 


Joyce M. Halliday 
1447 Hamilton 
Scotts Valley TX 77384 


Lana B. Hayder 
4473 E. Wimby Cr. 
Scotts Valley TX 77048 


Jacqueline A. Lasurdis 
210 Valmy 
Scotts Valley TX 77480 


Leonard Y. Luner 
4378 Benicia Way 
Plains TX 77438 


Billy Martin 
444 S. Ninth 
Scotts Valley TX 77487 


Hardin Fitz Simmons 
19376 Schubert Cr. 
Scotts Valley TX 77483 


Carolyn G. Wall 
980 Mountain View 
Foxhall TX 77048 


Merriam X. Webster 
1284 Canaan Way 
Scotts Valley TX 77487 





° 








Report Formats 


When you create a report with the Data Base—either tables-style 
or labels-style—you can specify the exact layout of the report. The 

Report formats tell exactly how report specifications you create are called the report format. For 

information should be printed. example, in a labels-style report, you specify where categories 
should go in each record, such as whether the last name or the 
first name should come first on labels. In a tables-style report, you 
specify how wide columns should be, whether numeric categories 
should have subtotals and grand totals, and in which order the 
records should go. 


Planning Data Base Reports 





Pressing (G)-(P ) tells AppleWorks you 
want to begin to report. It gets you the 
Report Menu so you can choose your 
reporting option. 








Getting Ready 


Remember: If you need to correct information in the data base, you 
can refer to the summary provided in the section ‘“‘Changing 
Information” in Chapter 3. 


If you continue bea from rile goad =a the User Group file is 
displayed, and = nL PELE oP _ is at the top of the 
display. That’s bere you vill start this ehoace 


lf you’re restarting AppleWorks: Restart AppleWorks as you learned 
to do in Chapter 1. Tren 


® Select the Main Menu option Fizici fi 





@® Choose :et file@e froin thie Currerit Gisk. 

® Select ier ircur from the list of files. 

If ser ier - is on the oe but not displayed: 

Press (G)- ae and select Jzer &r cure from the Desktop Index. 
Beginning to Report 
The first step in reporting is to tell AppleWorks you want to begin: 
Steps to Follow Points of Interest 
1. Press (G)-(P). P stands for print. 


AppleWorks presents the Report Menu, which lists your options. 
Figure 4-3 illustrates the Report Menu. 
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Figure 4-3. Report Menu 








You don’t have any report formats yet, so you can select from 
options 2 and 3 only. If you select any of the others, AppleWorks 
tells you that you don’t have any report formats. 














twice. Then press 








By the Way: You can also choose vertical menu options by using the 
arrow keys to highlight the option you want and pressing (RETURN). 











Beginning to Report 








AppleWorks presents the Report Format display, which is 
illustrated in Figure 4-4. The Report Format display looks 
somewhat like a record in single-record format with no entries 
filled in. All the categories are listed down the left side of the 
display. When you format the report as you use the instructions 
that follow, you’ll place categories so that they’ll print the labels 
you saw in Figure 4-2. 









Figure 4-4. Report Format Display F User LYoup Labels 
The title of the report. SELELUG is PEGOP os 
If you printed the report now, you would 
print all the records. 
nn Formatting the Report 


These are the steps you take in formatting the report: 





tell which records to include 
delete unnecessary categories 
place categories appropriately 
arrange spacing 


left-justify categories 


Chapter 4: Preparing a Data Base Report 


Record selection rules tell which 
records will print on your report or 
which ones will display on the monitor. 


Pressing (G)-(R ) lets you specify 
record selection rules. 








Telling Which Records to Include 


When you tell which records to include in the —— Saale are 
creating a record selection rule. =i) t iri: eee 
is an example of a record selection tule. You can nehanae: the 
record selection rule, however, so that you print labels for 
members with Apple Ile’s only. Here’s how to change the record 
selection rule: 


Steps to Follow Points of Interest 


1. Press (G)-(R). R is for record selection rule. 


Now you'll indicate that the records should be selected on the 
basis of the information in the Computer entry: 


2. To choose lisinouter, 
press (9) and then press 
(RETURN). 


AppleWorks displays your new record selection rule in the top left 
corner as you create it. Now specify that the Computer entry 
should be equal to information you are going to provide: 


3. To choose # 1:1, press 


(RETURN ). 


Now indicate that only records of members with Apple Ile’s should 
be printed: 


4. Type ::= and press 
(RETURN). 


AppleWorks asks you to continue your record selection rule if you 
want. But your rule is finished. 


5. To return to the Report 
Format display, press (ESC). 


Formatting the Report 





Pressing (G)-(D) deletes categories 
from the report format, but not from the 
file. 








Here are some other examples of record selection rules for the 
User Group file: 


Record Selection Rule What It Means 


Only records of teachers are 
printed. 


Occupation equals Teacher 


Only records of members 
whose last names begin with J 
are printed. 


Last Name begins with J 


Only records of members who 
have Apple lle’s and who 
joined the group after 
January 1, 1983, are printed. 





Computer equals Ile and Date 
Joined is after Jan 1 83 


When you want to go back to = com Eobgirp: Rib bop ger oa “al 
press (6) 8) again. Then cheese’ oo in response oth the 2 
eis’ prompt. 


The record selection rule goes with the report format and stays the 
same until you change it. 


By the Way: You can specify a record selection rule so that AppleWorks 
lad eae certain records, too. Do that when * 
ARG A 12 : is at the top of your seregs. 





Deleting Unnecessary Categories 


Because you are going to print labels, you won’t need many of the 
categories for each record. Here’s how to delete the ones you 
don’t need: 


Steps to Follow Points of Interest 


The cursor must be on the first 
character of the category you 
are deleting. 


1. To move the cursor to the 


first character of | Pat. 
press (|) three times, 


2. Press (G)-(D). 
The Telephone Number category is removed from the report 
format (but not from the file), and a blank line remains. You’ll 


delete the blank line later. 


By the Way: You can reinsert categories you’ve deleted into the report 
format by pressing (G)-(1 ). 
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Figure 4-5. Report Format With Deleted 
Categories 


Data Base Typos? See the summary in 
Chapter 3. 








3. Press (G)-(D) to delete 
these categories, too: 








Placing Categories Appropriately 


Now you will move the categories so that the two Name categories 
and the Initial category are on the top line, street address is on the 
second line, followed by city, state, and zip code on the third line. 





Steps to Follow Points of Interest 





1. To place the cursor on the To move a category, the cursor 


first character of :: must be on the first character of 


use the arrow keys. the category name. | 











2. TOmove ! 


right, press (G)-(—) 


times. 








Formatting the Report 





Pressing with the arrow keys 
moves categories to where you want 
them. 


Figure 4-6. Report Format With Moved 
Categories 





3. TOmove iri tis: 
line, press (G)-(* ) once. 


up one 


> To move the cursor to 


(Sine, press (RETURN 


twice 

5. 16 move be aes a = to the 

right of fri tis, press 3): (3 )-(—) 
twenty ete: 

6. To move |... = up to 


the first line, press =). a 
twice. 
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Now finish arranging the categories: 


7. To put the cursor on the 
ie characters of *: 
Pm press ‘the arrow 


Keys (Or (RETURN )). 


8. Tomove: Hririp ose TO 
the second fies press 5 (@). (t ) 
three times. 
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Figure 4-7 illustrates the report format you’ve created. 
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Figure 4-7. Report Format With All 


Categories Moved 
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Now you have to arrange the printed lines and the spacing (blank) 





Arran 


tly for the labels. Suppose you want to place the 


Ines COrrec 


printed lines on the labels so that the three printed lines are 


followed by three blank lines. (Most labels allow for six lines total.) 


Follow these instructions 


Points of Interest 


Steps to Follow 


To move the cursor down to 


1. 
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To delete one spacing line, 


press (G)-(D). 
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Left-justified categories print flush up 
against each other. 








Left-Justifying Categories 


Labels can be formatted in two ways: so that categories will be 
printed left justified or so that they will be printed unjustified. 
When you format labels so that categories are left justified, entries 
on the same line are printed flush up against each other regardless 
of the length of the entries. For example, in these address labels, 
categories are left justified: 


Lana B. Hayder 
4473 E. Wimby Cr. 
Scotts Valley TX 77048 


Jacqueline A. Lasurdis 
210 Valmy 
Plains TX 77480 


The same labels printed unjustified would look like this: 


Lana B. Hayder 
4473 E. Wimby Cr. 
Scotts Valley TX 77048 


Jacqueline A. Lasurdis 
210 Valmy 
Plains TX 77048 


AppleWorks assumes you'll want categories unjustified, so to get 
them left justified, you have to request it. Here’s how: 


Steps to Follow Points of Interest 


1. Put the cursor on the first You left justify the category on 
Character of iri: tis. the right. 


2. Press (G)-(J). 


AppleWorks puts «= just to the left of 7:2 ¢:i2:.The = doesn’t 
show on the label, but it signifies on the report format that the 
category is left justified. 


3. Follow the same procedure 
for these categories: 1.2% 


Pc and <i. 


Formatting the Report 








Figure 4-9 illustrates the report format after you have left-justified 
categories. 





Figure 4-9. Report Format With 
Categories Justified 


Left-justified categories. 


Now names and initial will print with only 
one space separating them, and one wenn nnn E eh verre ili mein? o§ | ines------------------------ 
space separating city, state, and Zip. 


eeeelicsertiossslineestiometicmetianadicectionn tice dace ties: tnenrtcers Tees Ties Teer Tice te nnn ee eee en ee eed 


You can remove left-justification for categories by pressing 


()- (J) again. 


By the Way: If you don’t left justify categories, you should leave enougn 
space between them for all the characters in a long entry. Otherwise, 
some characters will not show on the label. 


hh 5_ Getting Set to Print the Labels 


Printer options tell your printer howto Before you print the labels, you must specify printer options for 

place information on the report. them. Printer options are instructions to your printer that tell it 
how to place the printed information and exactly how to print. All 
report formats have a standard set of printer options. But you can, 
and sometimes should, change the standard printer options. This 
section tells you how. 


Here’s how to get the list of printer options for this report format: 


Steps to Follow Points of Interest 


1. Press (G)-(0). 
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Figure 4-10. Printer Options for 
Labels-style Reports 


Top and bottom margin options. 


Left and right margin options. 


Standard values for options. 


Formatting options. 


The last two are specific to labels-style 
reports. 


Platen width tells how far the printer’s 
print head can travel from left to right. 





AppleWorks presents the Printer Options display, which is 
illustrated in Figure 4-10. There are 13 options displayed, each 
with a code to the left. You’ll work only with 4 of them right now, 
though. (The AppleWorks Reference Manual tells how to use all of 
them.) 





Platen width is the distance the print head on your printer can 
travel from left to right. The standard value for platen width 

is 8 inches, which is for a standard-size report. You should change 
it to 3.5 inches, which is the standard width for labels. Here’s how 
to do that: 


2. Type *: (for platen width) You can type uppercase or 
and press (RETURN). lowercase letters. 


Find the line-width and characters-per-line values and watch them 
change after you type the next information. 


(RETURN). 


AppleWorks automatically changes the line width and characters 
per line according to this new value. 


Getting Set to Print the Labels 





A report header is a title. 








The standard value for the left margin is 0. When you insert the 
labels so that the print head of your printer and the left edge of the 
labels are lined up, you have no margin. You probably should 
specify a narrow left margin. 


4. Type :..™ (for /eft margin) 
and press (RETURN). 


Again, watch the line width and the characters per line change: 


5. Type ..: and press 
(RETURN). 


AppleWorks again recalculates the line width and characters per 
line. The line width is now 3.2, and the characters per line total is 
now 32. That means each line on your labels can be up to 32 
characters long. 


The standard value for paper length is 11 inches. You should 
change it to 1, since most labels are 1 inch long: 


6. Type ~:. (for paper length) 
and press (RETURN). 


Watch printing length and lines per page change: 


7. Type : and press (RETURN). You don’t have to type . #. 


The value for printing length changes to 1, and the value for lines 
per page changes to 6. 


Now change the Report Header (PH) option, since labels don’t 
need a header, or title: 


8. Type ~ (for print header) 
and press (RETURN). 


AppleWorks automatically changes the value of this option to no. 
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entries on line are blank), and *.:: (for Keep number of lines the 
Same within each record). These two are specific to labels-style 
reports. They work together to place lines on the label. For these 
and most labels, leave both £3). and =: set to yes. 


Now go back to the Report Format display: 


9. To return to the Report 
Format display, press (ESC). 


Printing to the Screen 


Now that your report is properly formatted, you can print it on your 
printer. You may want to do that after you read Chapter 9. Now, 
though, go ahead and print to the screen. By doing that, you can 
check on how your report will look when you actually print. 


Steps to Follow Points of Interest 


1. To indicate that you want to 


print, press (G)-(P). 


AppleWorks presents your options for printing Data Base reports. 
Chapter 9 tells you how to make sure your printer gets on this list if 
it's not already there. 


2. To indicate that you want to 
print to the screen, press 


and then press (RETURN). 


3. AppleWorks asks you to 
type the report date or press 


(RETURN). Just press (RETURN). 


AppleWorks now displays your labels on the screen, several at a 
time. (Remember, these are only for members with Apple lle’s.) 
Keep pressing the SPACE bar to see them all. Stop when you get 
back to the Report Format display. 


Printing to the Screen 











4. Toreturn to the Report 


Menu, press (ESC). 


5. To return to All members are displayed. The 
REVIEW/ADD/CHANGE, press __ record selection rule was for 
ESC). the report format, but not for 


REVIEW/ADD/CHANGE. You 
can select rules in 
REVIEW/ADD/CHANGE, too, 
however. 


6. To return to the Main 


Menu, press (ESC). 


Saving the Format With the File 


AppleWorks considers the report format you created for the User 
Group file as part of the file and a change to the file. You must, 
therefore, save the file permanently on the AppleWorks Sample 
Files disk in order to save the report format permanently. 


In Chapter 2 you learned all about saving files and actually saved a 
file while you quit AppleWorks. You can do that again if you want. 
Or follow these steps to learn how to save the file and remove it 
from the Desktop but continue using AppleWorks. 


With the Main Menu displayed: 


Steps to Follow Points of Interest 
1. To choose 
, press 


(a) and press 


oe ye the names of the files you’ve been using. 
: : is highlighted because it’s the last one you were 
using. 
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2. To indicate that you want to 
save and remove the User 


Group file, press (RETURN). 


3. To indicate that you want to 
save the User Group file on the 


current disk, press (RETURN). 


4. Remove the Program disk, 
insert the Sample Files disk, 


and press (RETURN). 


5. To indicate that you want to 
replace the old file with the new 


one, press (RETURN). 


AppleWorks saves the changed User Group file and returns you to 
the Main Menu. Now you may want to choose option 6 to quit 
using AppleWorks. 


Great work! You just formatted your first Data Base report and got 
some labels in the bargain. With your confidence level so high, you 
may want to move right on to Chapter 5. Or perhaps you’d like to 
start looking for an Apple User Group to join instead. (You never 
know who you'll meet.) 


If you’re ready to start your own Data Base file: If you want to use the 
Data Base with your own information, see ‘‘Creating a Data Base File’”’ 
in Chapter 4 of the AppleWorks Reference Manual. 


Saving the Format With the File 
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Working With Word 
Processor Information 


When you work with AppleWorks’ Word Processor, you work with 
information in documents—letters, memos, and reports. You’ll 
learn some of the Word Processor’s fundamental features in this 
chapter as you work with a sample letter. You'll 


look at information in the letter 
move the cursor through the letter 
correct simple mistakes 

delete text 


add text. 


In Chapter 6, you’ll learn how to finish the letter by using 
AppleWorks’ Cut-and-Paste feature and getting the letter set for 
printing. 


When you work with the information in this chapter, you’ll use the 
Car Letter file on the AppleWorks Sample Files disk. 
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a Comparing the Draft and the Finished Letter 


Figure 5-1 shows a marked-up first draft of the letter and a 
finished letter so you can see how you'll fix it. 


Figure 5-1. Draft and Finished Letter 


13443 Alvarado Court 
Sunny View, TX 77044 


March 17, 1984 


Mre Ken Armstrong 

General Manager 

Central City Auto Dealership 
1477 Main Street 

Sunny View, TX 77044 


Dear Mre Armstrong: 


Ba I have left two messages for you, asking you to call me. Since I 
eg have not heard from you, I am sending this certifed letter. 





Correct typos in mF ti 
and 2s tein. 


My new car has not been right since I booght it. The engine 
still misses, although not all the time. It misses particularly 
in he morning and also occasionally in fourth gear. Your Mr. 
Tatoole has told me that I have to warm it up properly. 
Regardless of how careful I am when I warm it up, though, or how 
long I warm it up, it still misses. I think the fuel injection 
syystem still isn't working right. 


Delete a paragraph that expresses your I am at the limit of my frustration, as you can probably tell. I 


feelings but probably won't help get expect to hear from you immediately. If I don't, I am going to 

: call the Better Business Bureau, the Environmental Protection 
your Car fixed. Agency, the FBI, the Pentagon, and whoever else I can think of. 
Specifically, if IL don't hear from you by August 25, I am going 
to drive this lemon right into the lake, 





Sincerely, 


Wilfred T. Filfred 
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Add an introductory sentence. 


You'll cut and paste this information 
into the letter in the next chapter. 


Add a final, conciliatory paragraph. — 


13443 Alvarado Court 
Sunny View, TX 77044 


March 17, 1984 


Mr. Ken Armstrong 

General Manager 

Central City Auto Dealership 
1477 Main Street 

Sunny View, TX 77044 


Dear Mr. Armstrong: 


I have left two messages for you, asking you to call me. Since I have 
not heard from you, I am sending this certified letter. 


My new car has not been right since I bought it. The engine still 
misses, although not all the time. It misses particularly in the 
morning and also occasionally in fourth gear. Your Mr. Tatoole has 
told me that I have to warm it up properly. Regardless of how careful 
I am when I warm it up, though, or how long I warm it up, it still 
misses. I think the fuel injection system still isn't working right. 


I have spent considerable time trying to get this problem solved, as 
you can see from the following records: 


Jan 15 84 10:00 AM George Car misses all the time 

Jan 15 84 8:00 AM George Had engine miss checked 

Jan 18 84 11:48 AM George Car is still missing 

Feb 2 84 8:00 AM Clark Left car to get miss fixed 
Mar 15 84 4:45 PM George Told him engine still misses 
Mar 20 84 8:00 AM Max Took car in for miss 

Apr 15 84 10:00 AM Ken Left message to call me 

Apr 16 84 10:07 AM Ken Left another message 


I would like you to keep the car until it's fixed and provide me with 
a loaner in the meantime. I hope to hear from you by March 25, 1984. 
Thank you for your consideration. 


Sincerely, 


Wilfred T. Filfred 





Comparing the Draft and the Finished Letter 





The line indicator and the column 
indicator tell the cursor’s position on 
the display. 








Cm aime Getting Ready 


Follow these steps to get the Car Letter file: 


Steps to Follow Points of Interest 


1. Restart AppleWorks as you 
learned to do in Chapter 1. 


2. To select ie Main bcc 
ioe entitled F St 
legk tor, - press 


(RETURN). 


. a eS: mT ($i les 


PEark , press (RETURN). 


4. Remove the Program disk, 
insert the Sample Files disk, 


and press (RETURN). 


5. To select = Pf ch 
from the list of files, press 


(RETURN ). 


6. Remove the Sample Files 
disk, insert the Program disk, 


and press (RETURN). 





Looking at How the Letter Is Displayed 


Figure 5-2 shows the first draft as it appears on the screen. The 
callouts refer to the numbers in the text that follows. This display 
contains important signposts that tell exactly where you are and 
what you’re doing. 


The display is divided into 20 lines and 80 columns. The line 


indicator and the column indicator at the bottom of the display 
tell the cursor’s current position within the display. 
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Figure 5-2. Document Displayed 


This is the name of the file that contains 
the letter. 





eke PERL ALA Eo - iS your 
location in the AppleWorks program, 
which means you can review 

information, add to it, and change it. 


Line and column indicators. 


(1), (1), (@), and move the 


cursor line by line and character by 
character through a document. 








Moving the Cursor 


Moving the cursor through a Word Processor document like this 
letter is almost the same as moving the cursor through a Data 
Base file. Use the arrow keys for simple cursor moves through the 
letter. AS you move the cursor, watch the line and column 
indicators change: 





Steps to Follow Points of Interest 





1. To move the cursor through 
the document, press (1), (ft), 
(—), and (<=). 





Moving the Cursor 





Pressing with through (9 ) is 


invaluable for moving the cursor to 
approximate places in a document. 


Pressing (G) with or moves 


the cursor forward or backward to the 
next or preceding word or group of 
characters. 








If you followed the instructions in Chapter 3, you have already 
learned about AppleWorks’ Ruler in the Data Base: the 
combination of with through (9) jumps the cursor 
incrementally through the file. It works in the Word processor, too. 


2. To move the cursor three 
quarters of the way through the 
letter, hold down (G) and press 


(7h. 


3. TOmove the cursor back to 
the beginning of the letter, hold 


down and press (1 ). 


Practice using the Ruler now, if you want: hold down and 
press a number key from (1) through (9 ). See where the cursor 
goes. 


Sometimes you want to move the cursor from one word to the 
next: 


4. Press the arrow keys to 
move the cursor to the first line 
of the first paragraph in the 
letter. 


The cursor is on the : in | ficsiss is +. Now, move the cursor to 
the first character of the next word: 


5. Hold down (G) and press 
lightly several times. 


Each time you press (—-), the cursor moves to the first character of 
the next word. Now move the cursor backward in the same way: 


6. Hold down and press 
lightly several times. 


Each time you press (<), the cursor moves to the first character of 
the preceding word. 
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The insert cursor is the blinking bar 
cursor. When you insert, whatever you 
type goes before the character the 
cursor is on. The character under the 
cursor and those to its right are pushed 
to the right. 


The overstrike cursor is the blinking 
rectangular cursor. When you strike 
over, whatever you type replaces the 
character under the cursor. 





Correcting Simple Mistakes 


You can usually correct simple mistakes or typos by inserting 
characters, striking over wrong characters, or deleting characters. 
This section tells you how. 





Inserting Characters 


The second line of iis first  paraprape in the letter contains a 
misspelled word: Ea . To correct it, you must insert an : 

To do that, you use S1h6 amon or the blinking bar, cursor, which i is 
the cursor you’re using now. When you use the insert cursor, 
whatever you type goes before the character the cursor is on. 


Steps to Follow Points of Interest 


1. Use the arrow keys to move 
ne cursor to the second = 


Now watch the display as you type: 


2. Type :. 


AppleWorks Inserts the i in the right place in: cer tified, to the 
left of the second 





Striking Over Wrong Characters 


The first ne eH the second sha sel contains an incorrect letter: 
the second = o Cte Py eoe be aii. You'll have to strike over 
the second « ame Fit. To do that, you Il use the overstrike 
cursor. The eerie cursor is the blinking rectangular cursor. 
When you strike over, whatever you type replaces what’s under the 
cursor. 





Steps to Follow Points of Interest 


1. BONE din cursor to the 
second « 


Watch the cursor change now: 


2. To change to the overstrike 
cursor, press (G)-(E). 





Correcting Simple Mistakes 





Pressing |DELETE) deletes one 


character to the left of the cursor each 
time you press it. 








The cursor changed to the blinking rectangular cursor. Now watch 
the display as you type: you will replace the =: with a u:. 


3. Type ii. That’s fixed. 


4. To change the cursor back 
to the insert cursor, press 


(G)-(E). 


The insert cursor and the overstrike cursor work in the Word Processor 
just the same as they do in the Data Base. 





Deleting Characters 


Look at the last line in the second paragraph. There is an extra :.: in 
ms fer, Which you'll delete: 


Steps to Follow Points of Interest 


1. To delete the first =:, move You can delete the second .-.: 
the cursor to the second «.: in instead, if you want. This 
SLES Tei tutorial allows you a lot of 
freedom. 


2. Press (DELETE). 


The character is deleted. You can’t recover what you delete, but 
you can always insert again. 


Correcting Information in the Word Processor 
1. If you want to insert information, use the insert, blinking bar cursor. 


2. If you want to strike over incorrect information, use the overstrike, 
blinking rectangular cursor. 


3. Change from one cursor to the other with (G)-(E) (for edit). 
4. Press to delete the character to the left of the cursor. 
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After you press (G)-(D ), use the arrow 
keys to move the cursor to the 


beginning or end of the information you 


want to delete. Pressing (RETURN 


completes the deletion. 


Deleting Text 


In the previous section, you learned how to delete one or several 
characters with (DELETE). Pressing (DELETE) is the simple way to 
delete several characters one at a time. 


In this section, you’ll learn how to delete larger blocks of text. 





Steps to Follow Points of Interest 


1. Move the cursor through It starts out, 2 i 2% 
the letter until you can see the Limit oof tw 
third paragraph. This is the 


paragraph you’ll delete. 


2. Put the cursor on the first 
character of the paragraph. 


3. Press and (Dd). Dis for 
delete. 


Look at the screen now: special characters have appeared at the 
left margin. They’re called blots. Those are carriage returns, which 
you don’t ordinarily see. But when you're deleting, for example, 
you want to see them so that you can decide whether or not to 
delete them as well as the text. That’s why they appear now. 


4. To highlight the information 
you are going to delete, press 


six times. 
5. Press (RETURN). Pressing completes 


the deletion. Easy, isn’t it? 


As with pressing (DELETE), you can’t recover what you delete after 


you press (RETURN). Before you press (RETURN), you can always 
press if you change your mind. 


After you press (G)-(D), use or to highlight the parts of lines 
you want to delete. 


Deleting Text 





The word wraparound feature ensures 
that words don’t break at the ends of 


lines. 








Inserting Text 


Any characters you type now (except for Open Apple commands 
and arrow keys) are inserted into the text because you’re using the 
insert cursor. AppleWorks opens a space in the text as you type. To 
insert text, then, you move the cursor to where the new text goes 
and simply type it. 


You'll insert text in this section: 


e The first paragraph you’ll insert now reminds the dealer of the 
time you’ve spent trying to get the problem solved. That 
paragraph will introduce the information you'll cut and paste in 
the next chapter. 


@ The second paragraph you’ll insert will be a closing paragraph, 
in which you try to leave a good impression with the dealer! 


When you type the introductory sentence now, you won’t press 

at the end of the line. You won’t have to because the Word 
Processor automatically spaces words at the end of the line. It 
doesn’t break up an unfinished word at the end of a line, but 
instead moves it to the beginning of the new line. 


This spacing feature is called word wraparound. Word 


wraparound allows you to keep typing without having to worry 
about right margins. 
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Ficure 5-3. Word Wraparound 






| have spent considerable time trying to get this prob 






| have spent considerable time trying to get this prow 





problem 


| have spent considerable time trying to get this 


problem solved. 








Steps to Follow Points of Interest 





If you make a mistake, you can 
insert, strike over, or delete, as 
you have just learned. 








Inserting Text 











Now, continue inserting: 


2. After you type the new 
introductory sentence, press 


twice. 


The first ends the paragraph, and the second inserts a 
blank line after the paragraph. Now add the final paragraph. 
Again, watch word wraparound as you type. 


3. Type the new paragraph: : 





4. To get the proper spacing, 
press twice. 


Again, the first ends the paragraph, and the second 
inserts a blank line after the paragraph. 


Moving On 


You'll complete the letter in the next chapter. Before you move on, 
though, you may want to take time to save the changed letter 
without leaving the file: 


Steps to Follow Points of Interest 


1. Press (G)-(Ss). 


2. AppleWorks replaces the 
Original file with the changed 
file and returns you to the 
display of the letter. 


Now you may want to take a minute to rest on your laurels. (Even 
people who process words have laurels.) You have learned how to 
make significant changes to Word Processor documents. 
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Using the Word Processor 
and Cut and Paste 





89 Checking the Finished Letter 

92 Getting Ready 

92 Using Cut and Paste 

92 Preparing the Data Base Information 


93 Getting the File and Starting the Report 
95 Fixing Category Length 
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96 Printing (Cutting) the Report to the Clipboard 
98 Getting Set to Print: Setting Printer Options 
99 Changing Margins 

100 Underlining 

102 Saving the File 
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Using the Word Processor 
and Cut and Paste 


In this chapter, you’ll continue to work with the letter you worked 
with in the previous chapter. You’ll use several AppleWorks 
features to get it ready to mail. Specifically, you’ll 


@ use cut and paste to insert Data Base information into your 
letter 


@ get set to print. 


You'll work with the file called Car Letter and the one called Car 
Contacts, which you probably haven’t seen yet. 


Checking the Finished Letter 


Figure 6-1 shows you how you change the draft you have now to 
the finished letter. (The draft now reflects the changes you made in 
Chapter 5.) 


Checking the Finished Letter 





Figure 6-1. Current Draft and Finished 
Letter 








13443 Alvarado Court 
Sunny View, TX 77044 


March 17, 1984 


Mr. Ken Armstrong 

General Manager 

Central City Auto Dealership 
1477 Main Street 

Sunny View, TX 77044 


Dear Mr. Armstrong: 


I have left two messages for you, asking you to call me. Since I 
have not heard from you, I am sending this certified letter. 


My new car has not been right since I bought it. The engine 
still misses, although not all the time. It misses particularly 
in the morning and also occasionally in fourth gear. Your Mr. 
Tatoole has told me that I have to warm it up properly. 
Regardless of how careful I am when I warm it up, though, or how 
long I warm it up, it still misses. I think the fuel injection 
system still isn't working right. 


I have spent considerable time trying to get this problem solved, 
as you can see from the following records: 


I would like you to keep the car until it's fixed and provide me 


with a loaner in the meantime. I hope to hear from you by March 
25, 1984. Thank you for your consideration. 


Sincerely, 


Wilfred T. Filfred 
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Data Base records cut and pasted into 
the letter 


Underlining for emphasis 


Narrower margins 





Checking the Finished Letter 





13443 Alvarado Court 
Sunny View, TX 77044 


March 17, 1984 


Mr.- Ken Armstrong 

General Manager 

Central City Auto Dealership 
1477 Main Street 

Sunny View, TX 77044 


Dear Mr. Armstrong: 


I have left two messages for you, asking you to call me. Since I have 
not heard from you, I am sending this certified letter. 


My new car has not been right since I bought it. The engine still 
misses, although not all the time. It misses particularly in the 
morning and also occasionally in fourth gear. Your Mr. Tatoole has 
told me that I have to warm it up properly. Regardless of how careful 
I am when I warm it up, though, or how long I warm it up, it still 
misses. I think the fuel injection system still isn't working right. 


I have spent considerable time trying to get this problem solved, as 
you can see from the following records: 


Jan 15 84 10:00 AM George Car misses all the time 

Jan 15 84 8:00 AM George Had engine miss checked 

Jan 18 84 11:48 AM George Car is still missing 

Feb 2 84 8:00 AM Clark Left car to get miss fixed 
Mar 15 84 4:45 PM George Told him engine still misses 
Mar 20 84 8:00 AM Max Took car in for miss 

Apr 15 84 10:00 AM Ken Left message to call me 

Apr 16 84 10:07 AM Ken Left another message 


I would like you to keep the car until it's fixed and provide me with 
a loaner in the meantime. I hope to hear from you by March 25, 1984. 
Thank you for your consideration. 


Sincerely, 


Wilfred T. Filfred 








ee em §=§=Cetting Ready 


If continue ate trom pee ii 5, the Car Letter file is displayed 


and i 


: is at the top of the display. That’s 
where you rll start thig oheaieh 


If you’re restarting AppleWorks: Restart AppleWorks as you learned 
to do in Chapter 1. Then 


e Select the Main Menu option Mzici files to the Desk tar, 


® Choose liet files from the Current disk. 

e Select Lizer &r cue from the list of files. 

If ieer ir 1S on ene ah but not displayed, press 
e: yi) and select L fir cise from the Desktop Index. 


as Using Cut and Paste 


Cutting and pasting information from one file into another is one 
of AppleWorks’ most useful features. When you cut and paste Data 
Base information into Word Processor documents, you first print 

The clipboard is an area in the memory (cut) the Data Base information to a place called the clipboard. 

of your Apple lle used for cut and paste. The clipboard is an AppleWorks term that refers to a temporary 
storage place within the Apple computer’s memory. It’s reserved 
specifically for cut and paste. After you cut the Data Base 
information to the clipboard, you move (paste) it into your Word 
Processor document. 





Preparing the Data Base Information 


To prepare the Data Base information, you must first get the file 
whose information you are going to use and then prepare the 
information as if you were preparing a report. This section tells you 
how. 


By the Way: This section is easier to follow if you already understand 
the information in Chapter 4, ‘‘Preparing a Data Base Report.”’ 
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Getting the File and Starting the Report 


Assuming you have the Car Letter file displayed, follow these 


steps: 


Steps to Follow 


1. Toreturn to the Main Menu, 


press (ESC). 


2. Tochoose Mrici fi igs te 


(RETURN). 


e ie eneese™ mt (tiles 


isk, press (RETURN). 


4. Remove the Program disk, 
insert the Sample Files disk, 


and press (RETURN). 


o. To BHOUSe oy 

mE “which is the Data 
Base file Whose information you 
want, press (| ) five times and 


then press (RETURN). 


6. Remove the Sample Files 
disk, insert the Program disk, 


and press (RETURN). 


Points of Interest 


Because you'll be printing Car Contacts information to the 
clipboard, you have to indicate that you want to print: 


7. Press (G)-(P). 


Using Cut and Paste 


P is for print. 








AppleWorks presents the Report Menu. The information you'll 
print will be in a tables-style report, so you’ll choose that option 


NOW: 


aa i cumeaies eso Sluce, SGT ALR 

: Por he at. press 
Za wane then press 
(RETURN ). 





9. = the name of the If you make a mistake before 


dials (PEt Ee Hout you press (RETURN), press (<) to 
= Then press ( back up to the mistake and 
retype the name. 


Figure 6-2 illustrates the Report Format display. 


fre rte, con, te oe ey eae Sn tee oe os: 
bee iy — CF ome. net net ch a 

ie ee earne Ea octal ne ft oe Bo td 
ee 3 Pe ak eed Sao a iney 

i at Sees ee eee “SN (tae penore ast 


Figure 6-2. Report Format Display 





aoe cee Seem ee sane: cant Sine eee seen poems eet Senet Gee fe He MeN Oe Geseh Sah Hd stat Senet ee skiee seat Seem Senet et em fee hese Sted Senet Gem ht Di mebtd eh Geenh Mien Ai sente Sent ones et one Mem Dene SRNL anh MND Mek Meth Set te ne seine po ME On eRe en bear Meni LO ened Meh sea fe Sent net mt Hee pt RO Rent me fem be 
aoe eaee see reek Seen ‘ee Shen abet sonar ee iment sens pom peer heen fone fesne Seth Deen sohit Sunbeam bitak said seme Sener Sines es fee Sener net Senet Game ie Date: neh Gee teste bin ibid sentt Senet ee Mes sume ese Sever Set et fem eser Dated <inbt Guuh ean btutt seit se Senge mony amen Meme Dene lend eubew fies Medd inh Gone Sant tn int feet Meet hn end fem ee 






Your options for formatting the report ACH options 


tae eee none ee Sem Shee netek men Hr ent ey me poem Meet Senet Gene Sieh ne sete SY i Mint Sete Se Soe Set Se GemD Hen ORK ONY Ge towne Hee etd th Gente Aisa aed Senne Se ee Se pee Dene net emt ewe bee: Died chi nnd a biden ant Seem Sone Senet Gam feewe Dene VObd Gabo fiteh be sti Genet Senne a enmee from Henn lend Genet mw heen Dowd ib 


The categories from the file ————————_L 3? TLRS fe Loner! L 


saree ees see, tree sees met See en soln seas mener sete bem oe nonae os umne one ees sate nes Samp nate femme Sees een eee peer eee sen mee pen meek Cf teens Sh td neal ees eet aes pom Soper nny ene geen 


Sample records from the file, which w 
reflect changes you make to the report . 
format as you make them 





Lo es 
ht bat ORES 





Cole Uy 


Penis enegs wees 
ee 
sas es arabe 
Se EAT AT) 
DS SRS Ra Rene as 
ores Pe jo<e= Ee ok ph 
eas i 
s BAL Seas See 
i 3 iat 
He 8 
bere sae 
pesesWen Cease aeieene 
es See Was Siee, RR 
oe see 
1 . ¥S 
wr oe oe 
© ate oS 
Hae ee seses 
g Es eoad wv 
Sore Bee $e 
cabase 
Sasa: avast ig 
met 


The length of each line, if you printed ~~ —“—i—i—s—s—stseNs_ON_O_NNssONONONONiNOiirszs.CiéizizdzsiOCCi”iCNi_NCCOCCiésUwC 
the report as is . sisi. : —is—se — 
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Fixing Category Length 


Notice that each line would be 52 characters long if you printed the 
report as is, and each column would be the same width. That 
means you would lose some of the information in the Comment 
category because the entries in that category are long. To make 
the columns the right length, you’ll shorten the Who category and 
lengthen the Comment category: 





10. To move the cursor to the 
Who category, press twice. 


Now watch the Who category get shorter: 


11. To shorten the Who 
category, press (G)-(<—) five 


times. 


12. To move the cursor to the 
Comment category, press 
once. 


Now watch the Comment category get longer: 


13. To lengthen the Comment _ That’s 16 times! 


category, press (G)-(—) until the 
line length is 63. 


Now the report is properly formatted. 


Removing the Header 


The next step is to make sure the report doesn’t have a header. 
The cut and pasted information will look better without one. 
Here’s how to get rid of the header: 


14. Press (G)-(0). 


AppleWorks displays the Printer Options display. Find the code 
eri, Which stands for print header, and watch its value 
change: 


15. Type =: and press 
(RETURN). 


Using Cut and Paste 





Printing to the clipboard moves your 
report to the clipboard, so you can later 
put it in a Word Processor document. 
Even though you can’t see it, it’s still 
there. 








The value of PH changes to no, so there’ll be no report header. 


16. Press (ESC). 


Now you’re ready to print (cut) the report to the clipboard. 





Printing (Cutting) the Report to the Clipboard 


When you print, or cut, the report to the clipboard, it stays on the 
clipboard until you can paste it into the Word Processor 
document. 


Here’s how to cut the report to the clipboard: 


Steps to Follow Points of Interest 


1. Press (G)-(P) to indicate 
that you want to print. 


2. To choose : hs 


oP oy press 


i a) anid thane press 


AppleWorks tells you immediately that the report has been put on 
the clipboard and can be moved or copied into your Word 
Processor document. 

3. To indicate that you want to 

change to another file, press 


(G)-(Q). 


The Desktop Index appears, so you can choose another file to 
work on. 


4. Tochoose sr Letier, 
press (+) and then press 
RETURN ). 


AppleWorks displays the letter again. Now you have a file—Car 
Letter—displayed, another file—Car Contacts—on the Desktop, 
and a report on the clipboard. 
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Figure 6-3. Letter With Cut and Pasted 
Information 


Cut and pasted Data Base information 


Pressing (G)-(M) moves your report 
from the clipboard into your Word 


Processor document. 





Because the car contact information will be inserted just before 
the last paragraph, you should move the cursor there: 





5. Move the cursor to the 
beginning of the last paragraph 








6. Press (G)-(M) (for move). The information is going to be 
moved, or pasted, right from 
the clipboard into the 
document. 








press (—-) twice and then press 
RETURN). 





Figure 6-3 shows how AppleWorks moves the information about 
the car contacts into your document. Totally awesome! 





Using Cut and Paste 








Printer options communicate 
information to your printer about how 
you want your document formatted and 
placed on the page. 





Now your letter is ready to be formatted so that it will be placed 
properly on the page. The next section tells you how to do that. 


By the Way: You can use any of the Word Processor features in working 
with Data Base or Spreadsheet information after you have cut and 
pasted it into your Word Processor document. 


Getting Set to Print: Setting Printer Options 


Printer options are information you give AppleWorks about how 
you want the letter formatted and printed on the page. 
AppleWorks communicates this information, in turn, to your 
printer. Printer options include, for example, the size of the 
margins; the number of characters per inch; whether a document 
should be single, double, or triple spaced; and special printing 
techniques such as boldfacing and underlining. 


The original letter had a left margin of one inch and a right margin 
of .5 inch. The letter got longer when you included more 
information, so you should change the left margin to .5. Narrower 
margins make the lines longer, so the report won’t take as many 
lines. 


In addition to changing the left margin now, you’ll underline an 
important phrase in the letter. 


First, check the printer options in effect now: 


Steps to Follow Points of Interest 


1. To move the cursor to the 
beginning of the letter, press 


(G)-(1). 
2. Press (G)-(0). O is for printer options. 


Figure 6-4 shows the Printer Options display. The printer options 
overlay the letter, but you can still see the area where you were. 
There are many options because AppleWorks gives you many 
ways of formatting documents. You’ll work with only two here. 
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The options that are in effect right now. 


Figure 6-4. Word Processor Printer 
Blots stand for carriage returns. 


Op 


The area where you tell AppleWorks 


which printer option you want to 


change. 


The highlighted line always tells you the current value of the main 





printer options. Those in effect now are platen width = 8.0 inches, 


characters per inch 


h 
ied (uneven, or ragged), page length 


.0 inch, bottom margin = 1.0 inch, 


INC 


S) 


n 


9g 


left margin = 1.0 inch, right mar 


1 


and single spac 


t 


in = unjus 


10, right margi 


| 


hes, top marg 


INC 


11 


ines per 


ing. 


’ 


= 6 


inch 


gins 


ging Mar 


Chan 


t printer option you’ll change is the one that controls the 


Irs 


The f 


in 


left marg 


You can use uppercase or 


lowercase. 


To tell AppleWorks you 
want to change the left margin, 


3 








“ and press 





RETURN }. 
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c 
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Printer Opti 


Setti 


Getting Set to Print 





Figure 6-5 shows the screen as it appears now. 
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Figure 6-5. Display With Changed | = 32))-= UU 
Printer Options # 
# 





= == 2 
mn 2 ee 8 
= pate 
at 4 ; 


The value for the option is changed on 
the highlighted line. 






The new printer option appears. But it 
won’t show up on the letter. 


fi ts 


rey mea rep om a eon 






Bet | 





5. To go back to the letter, Your new margin is set, and the 
press (ESC). printer options you saw become 


invisible again. 


By the Way: You can see eet ee ennaeaee in text by zooming 
in: press (G)-(Z) from = “REDD IE . Some AppleWorks 
users do all their tar ae aiter zooming in, gies they like to see 
printer options while they work. 





Underlining 


Now, to underline: 


6. Move the cursor to the:: in That’s in the last paragraph. 


7. Press (G)-(0). 


8. Type ii (for underline 
begin) and press (RETURN). 
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Carets signify special printing 
instructions to AppleWorks. They don’t 
print in the text. 





AppleWorks inserts a caret ("") in the space where underlining 
should begin. The caret indicates that underlining will begin in that 
spot when you print, but it won’t take a space in the printed letter. 


9. Press (ESC). 


10. Move the cursor to the 
space immediately following 
Fixed, which is where the 
underlining should end. 


11. Press (G)-(0). 


12. Type = (for underline 
end) and press (RETURN). 


Again, AppleWorks inserts the caret where the underlining should 
end. 


13. Press (Esc). 


Now you can double-check to see what the carets mean! 


14. Move the cursor to the When ane cursor is on men first 


first caret and look at the Caret, UiriiGr lifi begin 

bottom line on the display. appears sat the Bolton of the 
screen. 

15. Move the cursor to the When the cursor Is on me 

second caret, and look at the second caret, Lire: 

bottomline.  — — & appears “at ‘the bottom, 


More About Underlining: You can underline as you type, too. Just put 
the Underline Begin option before the underlining and the Underline 
End option after. Remember, the caret doesn’t print or take up space in 
the printed letter. 


Getting Set to Print: Setting Printer Options 








ae eee §=— Saving the File 





You may or may not want to keep the changed letter. Just to be 
different, you could save it under a different name, such as 
Finished Letter. Then you'll have a copy of the original letter and 
the corrected, Finished Letter. 


Follow these steps to save the letter with a different name and quit 
using AppleWorks at the same time: 


Steps to Follow Points of Interest 


1. Toreturn to the Main Menu, 


press (ESC). 


2. To indicate that you are 
going to quit using AppleWorks, 
press (6) and then press 
(RETURN). 


3. To indicate that this is what 
you really want to do, type *. 


Now AppleWorks asks you how you want to handle each file 
individually. The first one it asks you about is the Car Letter file. 
4. To indicate that you want to 

save the file on the current disk, 


press (RETURN). 


5. Remove the Program disk, 
insert the Sample Files disk, 


and press (RETURN). 


6. To indicate that you want to 
save the file with a different 
name, press and then press 


(RETURN), 


Now AppleWorks displays the old filename and asks for the new 
filename. AppleWorks filenames can be up to 15 characters long, 
and they can contain uppercase or lowercase letters, numbers, 
spaces, and periods. 


and press (RETURN). 
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AppleWorks saves the file with the new filename and then asks you 
about Car Contacts. You changed this file when you created a 
report format before you cut and pasted. Here’s how you save this 
file: 


8. To indicate that you want to 
save the file on the current disk, 


press (RETURN). 


9. To indicate that your 
Sample Files disk is in drive 1, 


press (RETURN). 


10. To indicate that you want 
to replace the old file with the 
new, changed file, press 


(RETURN ). 


AppleWorks saves this file, too, and then displays the message 





You’re making great strides. Besides knowing a lot about the Word 
Processor, you now know the basics of cutting and pasting and 
formatting documents. Now go on to the Spreadsheet or go back 
to your laurels for another rest. 


If you‘re ready to start your own Word Processor file: If you want to 
use the Word Processor now with your own documents, see “‘Creating 
a Word Processor Document” in Chapter 7 in the AppleWorks 
Reference Manual. 


Saving the File 
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107 Using Manual and Electronic Spreadsheets 
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121 Moving On 
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A worksheet contains numbers in rows 
and columns. 


Working With Spreadsheet 
Information 


When you work with the AppleWorks Spreadsheet, you work with 
numbers in rows and columns—budgets, financial reports, 
forecasts. In this chapter, you’ll use the Spreadsheet to work with a 
personal budget. You'll 


e learn about spreadsheets, both manual and electronic 
@ look at how the budget is displayed 

@ move the cursor 

@® analyze information 


@ change a number. 


When you work with the information in this chapter, you'll use the 
file called Our Budget on the Sample Files disk. 


Using Manual and Electronic Spreadsheets 


Picture yourself in a home or business situation where you use an 
electronic calculator to keep track of numbers—numbers that you 
write in rows and columns. You use the calculator to make simple 
or complicated calculations with the numbers. You calculate 
numbers for budgets, income and expense reports, principal and 
interest owed on loans, cash flow, cost estimates, your net 
personal worth, the value of your coin collection, and so on. 


As you work with these numbers, you write them down on a 
worksheet. A worksheet is a written record of numbers, usually in 
rows and columns, that you use some kind of calculating device to 
keep track of. Each worksheet contains numbers that apply to one 
subject. The records of the coin collection and the rent property 
go on separate worksheets, for example. 


Figure 7-1 shows how your personal budget looks written down on 
a worksheet. 


Using Manual and Electronic Spreadsheets 





Figure 7-1. Handwritten Personal 
Budget 


The personal budget worksheet is 
divided up into rows and columns. 


Months of the year create columns. 


Income and expense items create rows. 


Horizontal and vertical totals 
summarize information. 


Expenses as a percentage of net 
income. 
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Now, suppose one of the numbers in your budget changes. 
Suppose you get a raise. You could consider turning it down so you 
won’t have to refigure your budget. Instead, you’ll probably change 
your income for each month and then refigure the expenses-as-a- 
percentage-of-income calculations. That’s a lot of erasing and 
refiguring, but it’s a situation you frequently find yourself in when 
you figure numbers by hand. 


When you use AppleWorks’ Spreadsheet, you set up an electronic 
worksheet containing the rows and columns of numbers you 
usually write down. You provide the formulas for the calculations 
and let AppleWorks take care of the calculating. 


This automatic calculation is where the Spreadsheet does its best 
work. All you have to do is type in a new number for your income. 
AppleWorks automatically substitutes that number for your 
income in the months after the first and refigures the expense 
items as a percentage of income. Just like that! 


Getting Ready 
Follow these steps to get the Our Budget file: 


Steps to Follow Points of Interest 


1. Restart AppleWorks as you 
learned to do in Chapter 1. 





2. To select ve Main Menu 
eeuer entitled : 
Meek tor, "press 


(RETURN). 


ee To 2 nS at files 


pia ic , press - (RETURN). 


4. Remove the Program disk, 
insert the Sample Files disk, 


and press (RETURN). 


5. To select © ch a 
from the list of files, press $ (1) 
to highlight the name of the file, 


and then press (RETURN). 


6. Remove the Sample Files 
disk, insert the Program disk, 


and press (RETURN). 


Getting Ready 








a )_~ Looking at the Worksheet 


Figure 7-2. Spreadsheet Personal 
Budget 


Coordinates are rows and columns. 


Coordinates meet at cells. Cell 
indicators tell what’s in cells. 





This section tells you what you should look for when you look at an 
AppleWorks worksheet: the display, the cursor, the information as 
a window into the worksheet. 





The Display 


Figure 7-2 shows how AppleWorks displays the personal budget 
worksheet. The numbers refer to the numbered items in the text 
that follows. 
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1. This is the name of the file. 


\ Rosplallerks 6 program. That means you can review budget 
information, add to it, and change it. 


3. The columns and rows that divide the worksheet. Columns and 
rows are called coordinates. 


4. A cell is the intersection of two coordinates, a row anda 
column. 


5. The cell indicator tells the cursor’s location in the worksheet. 
The information next to the cell indicator tells what’s in the cell. 
More about that in the next section. 
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The Cursor 


Look closely at the display again; the screen has two cursors. 
There’s a large, rectangular cursor in the top-left cell of the 
worksheet, cell A1, and a small, blinking cursor at the bottom of 
the display. 


The larger, rectangular cursor highlights the intersection of a row 
and acolumn, or the cell, where you currently are in the worksheet. 
Instead of being just one character wide, like most cursors, 
however, this cursor is as long as the cell it is highlighting. 


The cursor at the bottom of the display calls for a response from 
you. It is always one character wide. 


What you type at the bottom of the display goes into the cell 
marked by the cursor in the worksheet, as Figure /-3 illustrates. 







_ Figure 7-3. How What You Type Goes 
Into Cells 


What you type here 


Goes into the cell here 


Looking at the Worksheet 








A Window Into the Worksheet 


As you may know, your Spreadsheet worksheet can 

contain 126,000 cells. (Doesn’t that boggle the mind?) But you’re 
looking at only part of it now, as if you were looking through a 
window. Figure 7-4 illustrates this concept. 





Figure 7-4. A Window Into the 
Worksheet 
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As you work with the Spreadsheet, you’ll move the cursor through 


your worksheet. As you do, you’ll move the window, too. Figure 7-5 


shows you how. 
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5. Another Window 


Figure 7 


ing at the Worksheet 


Look 


Pressing (ft), (1), (©), or moves 


the cursor cell by cell, either 
horizontally or vertically. 


Hold down the arrow keys to move the 
cursor quickly. 


The AppleWorks Ruler, with 


through (9 ), moves the cursor 
proportionally through the worksheet. 





Moving the Cursor 





Most of the Spreadsheet’s cursor movement keystrokes are like 
those of the Data Base and the Word Processor. This section 


explains them. 


Steps to Follow 


1. To move the cursor cell by 


cell, press (1), (t), @), and (<). 


2. To move the cursor and the 
window down more quickly, 
hold down briefly. 


3. TO move the cursor and the 
window up to where you were, 
hold down briefly. 


What Happens 


If the window moves into parts 
of the worksheet with no 
information, use the arrow keys 
to move back to where you 
were. It’s a big worksheet, with 
many empty cells. 


AppleWorks’ Ruler moves the cursor through divisions of the 


worksheet: 


4. To move the cursor to the 
bottom of the information in the 


worksheet, press (G)-(9 ). 


5. To move the cursor back to 


the top, press (G)-(1). 


Try practicing with the Ruler, if you want. Use with through 
(9). And practice other cursor movement keystrokes you’ve 
learned. As you do, you'll see what this worksheet contains: 


@ Income and expense items for January through March are 
totalled across, to get three months’ totals. They are also 
totalled down, for monthly totals. 


@ Expense figures as a percentage of income are in the right 


column. 


e Net cash inflow is totalled monthly, at the bottom. 
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Hold down and press lightly to 


move the cursor to a specific cell. 


Labels are usually words that identify a 
row or column. 


One last cursor move. Here’s how to move the cursor to (or find) a 
specific cell: 


6. Hold down and press F stands for find. 
lightly. 


7. lochooselocordinsates 
press once and then press 


(RETURN). 


The cursor moves to the cell at the intersection of column A and 
row 9. 


Another Way to Find Coordinates: Instead of pressing and 
to find coordinates (a specific cell), simply press (G)-(F), 


type =, type the coordinate you’re looking for, and then 
press (RETURN). 


Anytime AppleWorks presents choices horizontally, as in 
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you can choose the one you want by typing the first letter of that 
choice. 


Analyzing a Cell’s Contents 


To analyze a cell’s contents, you look at its cell indicator. 

Figure 7-6 shows the cell indicator for cell A9, which is where the 
cursor is now. Cell A9 contains the label fricmime:. A label 
contains letters or numbers that identify a row or column. 
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Figure 7-6. Cell Containing a Label 
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To look at another cell indicator, move the cursor to cell E10: 


Steps to Follow Points of Interest 


1. Hold down and press 
lightly. 


2. Tochoose omcrcirst&=, Or simply press (c). 
press (--) once and ther press 


(RETURN ). 


3. Change the insert cursor to 
the overstrike cursor by 


eee (G)-(E). Then type 
Ele “and press (RETURN ). 


Now look at the cell indicator for cell E10. It reads 


Values are used in calculations. One Cell E10 contains one kind of value, the number : . A value 
kind of value is a number. represents quantities of things, and it is used in ealeulations. 
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A pointer tells AppleWorks where to 
look to find the value for the cell the 
cursor is on. 


Figure 7-7. How Pointers Work 


An important point to pay attention to now is this: what the cell 
indicator says is in the cell and what’s highlighted by the large 
cursor is the same thing, the value 1250. This isn’t always the case, 
as you'll soon see. 


Now look at another cell indicator, that in cell F10: 


4. To move the cursor to cell 
Fi0, press once. 


And look at the cell indicator. It reads 


The cell indicator for cell F10 contains another kind of value: a 
pointer to another cell. A pointer tells AppleWorks in what other 
cell to look for the value of the cell the cursor is on. 


cell E10 contains. \f the value in E10 changes, the value of F10 
changes, too. 


To reinforce your understanding of how pointers work, consider 
this: the cell indicator says what’s really in cell F10—the pointer 
E10. But what’s highlighted by the large cursor is 1250! You set up 
the pointer, E10, to tell AppleWorks where to get the value for the 
cell F10. But AppleWorks displays the value of the pointer in a way 
that’s immediately meaningful to you, as the number 1250. 


Figure 7-7 shows how pointers work. 





(displayed 
as 





Analyzing a Cell’s Contents 





Figure 7-8. Relationship of Cells E10, 
F10, and G10 


A function stands for a calculation. 








Now look at the cell indicator for cell G10: 


5. To move the cursor to cell 
G10, press once. 


And look at the cell indicator. It reads 


The cell indicator shows that cell G10 contains a pointer that 
refers to the cell to its left, cell F10. 


Figure /-8 illustrates the relationship of cells E10, F10, and G10. 
Because of this relationship, the income for each month depends 
on the income for the preceding month. If you change the income 
in January, the income for February and March will change, too. 
You'll learn how to do this later. 










(displaye 


(displayed 
as 


Now look at the cell indicator for cell H10: 


6. To move the cursor to cell 
H10, press once. 


And look at the cell indicator. It reads 


Cell H10 contains another kind of value, a function. A function 
stands for a calculation that AppleWorks should do. 
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Figure 7-9. Cell Containing a Function 


A formula is a combination of pointers 


Cell H10 displays the total for Tom’s income for three 
moe 3750. But it really contains the function 
LEP PC bd i =iii2, as the cell indicator says. 


BURP Db Did is stated At sum E10 through G70. 
This fancilant means that the number in cell H10 is a sum of the 
numbers in cells E10 through G10. Whenever numbers in any of 
these cells change, the totals change. Figure 7-9 illustrates this 

concept. 
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as 






as 






Here are several other examples of what cells contain and how 
their contents interrelate: 


® Cell H13 contains the function #EBUMCHTB. . .H] , which 
calls for a sum of the values in eails H10 and H11. 


@ Cell 118 contains a formula, which is a combination of pointers 
and/or functions. The formula is + 2.22, which calls for the 
result of dividing the value in cell H18 by the value in cell H13. 


Now you get a picture of at least part of the power of AppleWorks’ 
Spreadsheet. Cells can be linked together by pointers, functions, 
and formulas. So a change in one number in one cell can change 
the values in many cells. 


By typing a number into the cell that represents income for 
January, you get 

@ anew value for income in the months after January 

@ anew three-month total 


@ new values for Percent of Income for all expense items. 


You'll do that next. 


Analyzing a Cell’s Contents 








hz Sy Changing a Value and Recalculating 





Suppose this is your worksheet and you get a (well-deserved) raise 
in January. Before AppleWorks, you had to erase and refigure a lot 
of numbers on your worksheet to see the effect of your raise on 
your cash situation. Now, with AppleWorks, you'll change one 
number—your income for January. AppleWorks will immediately 
refigure your whole worksheet to reflect the raise. The time 
AppleWorks saves you by refiguring your budget will give you more 
than enough time to spend the extra money! 


Here’s how to change the worksheet to reflect your raise: 


Steps to Follow Points of Interest 


1. To move the cursor to cell 
E10, use the arrow keys. 


Now you'll type the new income and press (RETURN). AS soon as 
you press (RETURN), AppleWorks immediately recalculates all 
numbers. Watch how this happens: 


2. Type 2.2£!, your new 


income, and press (RETURN). 


Numbers are immediately recalculated. That’s amazing! 


By the Way: The cursor stayed in the same cell—cell E10—when you 
pressed to accept the new value. The arrow keys accept a 
new value, too, but they also move the cursor one cell in the direction 
of the arrow. 
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Now you may want to take a few minutes to make some more 
changes and watch AppleWorks recalculate. 





“Press sped to anes the change a and leave the Use Edit feature. 


Moving On 


In Chapter 8, you’ll be using the Our Budget file again. But right 
now, take time to save the changed file: 





Steps to Follow Points of Interest 


1. Press (G)-(Ss). 





As soon as ielaaen oes saves the Te tt returns Lies to the Our 
Budget worksheet, with ml BEDE ’ - at the top of the 
display. 


Now that you’ve learned some Spreadsheet basics and how to 
type numbers for recalculation, you’re ready to go on to Chapter 8, 
where you'll practice using one of the Spreadsheet’s most 
powerful features, the Copy feature. 


Moving On 














Copying Spreadsheet 
Information 
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Getting Ready 
Inserting a Blank Row 
Labeling the Row 
Typing the First Value 
Copying Information 

Copying Pointers 

Copying Functions 

Copying Formulas 
Moving On 











Copying Spreadsheet 
Information 


In Chapter 7, you learned some of the basics of using AppleWorks’ 
Spreadsheet—about labels, numbers, pointers, functions, and 
formulas, and about typing values into the worksheet. But what if 
many of the cells in your worksheet contain the same or similar 
values? Surely you wouldn’t want to type them all in from scratch. 


AppleWorks’ Copy feature saves you from that kind of effort. It’s 
one of the Spreadsheet’s most powerful features. It allows you to 
put together a sophisticated worksheet with a minimum of effort. 


This chapter explains copying and shows you how to copy. As you - 
work with information in this chapter, you'll 

® insert a blank row 

@ label the row 

e@ type the first value in the row 

® copy information into the new row. 


As you follow the instructions in this chapter, you’ll be using the 
Our Budget file again. 
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eee )§=Gelting Ready 





Remember: If you’ve forgotten how to change Spreadsheet 
information, see the summary in Chapter 7. 


If you continue soit from pralagelice f, ills Our Budget file is 


displayed and = mo F oR _ is at the top of the 
display. That’s where you will start this ance 


if you’re restarting AppleWorks: Restart AppleWorks as you learned 
to do in Chapter 1. Then 


@e Select the Main Menu option Mzic ¢iiGs te thie ese tor, 
e Choose et tiles tram the current disk. 
e Select Guir Euicc =t from the list of files. 


If the Our Budget file is on the Desktop but not displayed, 
press (G)-(Q) and select f::r Buick = t from the Desktop Index. 


Inserting a Blank Row 


After you used AppleWorks to see how your raise affected your 
budget, you probably called the travel agent for brochures. Now, 
as luck would have it, you find out Max needs braces. Treatment 
will start in January. So put away the travel brochures and add the 
orthodontist to your budget. 


First, insert a blank row for the orthodontist, right after 
Entertainment: 


Steps to Follow Points of Interest 


1. To move the cursor to 
where you want the new row, 
use the arrow keys to move the 
cursor to cell A49. 


2. Press (G)-(1). /is for insert. 


3. To choose i=, press 


(RETURN). 
4. Type : and press (RETURN). 
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Insert rows or columns by pressing 


(G)-C.) 





After AppleWorks inserts the new row, it moves the rows under it 
down one row. When you insert a row, the rows under that row all 
move down. AppleWorks changes the formulas in the cells it 
moves so that the formulas still refer to the cells they originally 
referred to. So your calculations still work. The same goes for 
inserting columns. 


Labeling the Row 


Follow these instructions to label the new row: 





Steps to Follow Points of Interest 


1. To move the cursor to cell 
C49, press twice. 


2. Typelirtinodantist and 
press (RETURN). 


fir trrocior:t ict is too long for cell C49, so AppleWorks puts it 
into cells C49 and D49. 


By the Way: AppleWorks lets you make labels as long as you like. You 
press only once, at the end. After you type the whole label, 
AppleWorks fits it into adjacent cells. 


Typing the First Value 


Now type the amount you’ll owe the orthodontist in January: 


Steps to Follow Points of Interest 


1. Move the cursor to cell E49. 


(RETURN). 


That’s the beginning of your budget for the orthodontist: the 
payment for January. Now you'll learn the easy way to put new 
information into cells: copying it from other cells. 


Copying Information 


In this section, you'll learn how to copy pointers and formulas from 
one cell or group of cells into others. You’ll be copying information 
into one blank row to learn the skill. When you apply the skill to 
your own worksheets, you’ll see the real power of copying. 


Copying Information 





Figure 8-1. Cell Dependencies 


Figure 8-2. Copying Pointers 











Copying Pointers 


Recall that each income or expense item on the worksheet for 
February and March depends on the prior month, as Figure 8-1 
illustrates. The February cell for each income or expense item 
points to the January cell, and the March cell points to the 
February cell. The February and March cells for Orthodontist 
should do the same thing. 







(displayed 


February and March values 
depend on the prior month. 


To make February and March depend on the prior month, you’re 
going to copy the pointers from the February and March 
Entertainment cells into the February and March Orthodontist 
cells, as Figure 8-2 illustrates. What you’ll really do is copy a 
relationship that already exists for Entertainment right into the 
Orthodontist cells. Then the Orthodontist cells will have the same 
relationship to each other as the Entertainment cells have to each 
other. 


Copy pointers from 
February and March 
entertainment. 


But make them point 
to January and 
February Orthodontist 
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Source cells are the copy-from cells. 





Here’s how to copy these pointers: 





Steps to Follow Points of Interest 


1. Move the cursor to cell F48. This is the first of the group of 
cells (2 cells, in this case) you’ll 


copy. 


2. Toindicate that you want to 


copy, press (G)-(C). 





AppleWorks asks you if you want to copy information within the 
worksheet, or to or from the clipboard. 


3. TO Choose #ii triif: 


=, press (RETURN). 





AppleWorks asks you to use the cursor to highlight the source of 
the information you’re going to copy. The source cells are the 
copy-from cells. In this case, the copy-from cells are cells F48 and 
G48. 


4. To highlight cells F48 and 
G48, press once. Then 


press (RETURN). 





AppleWorks asks you to move the cursor to the new location, 
which is the first cell of the group you are copying the information 
to. In this case, the new location is cell F49. 


5. Press to highlight cell 
F49. 


Figure 8-3 shows what your display looks like now with the two 
copy-from cells and the first copy-to cell highlighted. 
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, AppleWorks knows that 











even though only three cells are highlighted. 
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Figure 8-3. Highlighted Destination Cell 
Figure 8-4. Copy-From and Copy-To 


Copy-from cells are highlighted 
First copy-to cell is highlighted. 
Cells 






A no change copy copies a number, 
pointer, function, or formula exactly. A 
relative copy copies a pointer, function, 
or formula as it depends on its position 
in the new row or column. 


Figure 8-5. Copy With No Change and 
Relative Copy 





6. To confirm the two copy-to 


cells, press (RETURN). 





After the source cells and destination cells are designated and 
highlighted, AppleWorks has another question, which is the 
prompt on your display now. It reads 


That is, 

@ Should the pointer in cell F49 be exactly the same as the one in 
cell F48 (No change)? If you choose #is: riarra=, then the 
pointer in cell F49 will be +=, as Figure 8-5 illustrates. The 


amount in the Orthodontist’s cell for February will be exactly the 
same as the amount in January’s Entertainment cell. You don’t 
want that. 


or 
@ Should the pointer in cell F49 depend on its position in row 49 
(Relative)? If you choose #144 i+, then the pointer in cell 


Orthodontist’s cell for February will be the same as the amount 
in January’s Orthodontist cell. Figure 8-5 also illustrates a 
relative change, which is the method you want. 





Cells copied with no change. 


Cells copied depending on the 
position of the copy — from cells. 


Copying Information 


Figure 8-6. Pointers Copied and Values 
Recalculated 


Cell F49 contains the same value as 
E49. 


Cell G49 contains the same value as 
F49. 





To make the choice of a relative copy: 





7. To choose sit 1.28, Or just type . 
press and then press 
(RETURN). 








AppleWorks asks you the same question about cell G49: should it 
be exactly the same as the one in G48 or depend on its position in 
row 49? 





8. To choose Mei ait bie, 
press and then press 
(RETURN). 





Now the Copy procedure is complete: the formulas have been 
copied, and the values are instantly recalculated. Figure 8-6 shows 
the result. 
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To check on what you’ve done, change the value of the January 
Orthodontist cell and watch what happens: 


9. To move the cursor to cell 
E49, press once and then 
once. 


and then press (RETURN). 





AppleWorks immediately changes the values of February and 
March to match. 





Copying Functions 


Now that you know how to copy pointers, it’s time to learn how to 
copy functions. First, you need a function in H49 that will calculate 
the three months’ total for the Orthodontist cells. Follow these 
steps to get that: 


Steps to Follow Points of Interest 


1. Move the cursor to cell H48. 


Cell H48 contains a function. Its cell indicator says that the value in 
cell H48 is calculated by adding the values in cells E48, F48, and 
G48. You are going to copy the function into cell H49, except that 
the function will depend on its position in row 49. 


2. Press (G)-(C). 


3. TO Choose #2 triir: 


“= T, press (RETURN). 


4. To indicate that there’s only 
one copy-from cell, H48, press 


(RETURN). 


5. To indicate that the copy-to 
cell is cell H49, press once 


and then press (RETURN). 


Copying Information 








AppleWorks asks you whether cell H49’s reference to cell E48 is no 
change or relative. You want relative because you want the 
function to depend on its position in row 49. 


6. To choose ist ive, Or just type ©. 
press (—-) and —_ press 
(RETURN ). 


And AppleWorks asks you the same question about cell H49’s 
reference to cell G48: is it no change, or is it relative? 


7. To choose ist i.e, 
press (—-) and — press 
(RETURN). 


AppleWorks copies the function from cell H48 into cell H49 but 
makes it depend on the cells in row 49. AppleWorks recalculates 
the value the formula represents. 





Copying Formulas 


Now you can follow a similar procedure to copy the formula from 
cell 148 into cell 149. Before you do, however, analyze the contents 
of cell 148: 


8. Move the cursor to cell 148. 


The cell indicator says that the value in cell 148 is calculated by 
dividing the value in H48 by the value in H13. The value in H13 is 
the total income for three months. A// the expense items in 
column | are divided by that number, regardless of the row they’re 
in. 


So the formula in cell 149 will be relative to, or depend on, its 
position in row 49, but it will also refer to the value in Sell H13 with 
no ae This time when you copy you'll be using Loss 
ana he trae =, 


9. Press (G)-(C). 


w. To choose 


zen ty press RETURN 
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11. To indicate that the copy- 
from cell is one cell only, cell 


148, press (RETURN). 


12. To indicate that the copy- 
to cell is cell 149, press 


once and then press (RETURN). 





AppleWorks asks you whether cell 149’s reference to cell H48 is no 
change or relative. 


13. To choose ##iatiwe, 
press and then press 
(RETURN ). 





AppleWorks asks you the same question about cell |49’s reference 
to cell H13: is it no change, or is it relative? 


14. To choose Pie chiSreae, 


press (RETURN). 





AppleWorks copies the formula into cell H49 and instantly 
calculates the value the formula represents. 


Step back for a minute now and reflect: think about creating this 
worksheet without the Copy feature. The pointers, functions, and 
formulas on each line would all have to be typed separately, one at 
a time. That could take forever. Or at least it could seem like it. 
And think of the possibilities for error! 


But with the Copy feature, you need only type in one line of 
information once. Then copy it to all the lines, saving yourself 
hours and aggravation. It’s been said that AppleWorks’ 
Spreadsheet makes computer programmers out of everyone. 
Now’s your chance! 


By the Way: This worksheet is set up so that numbers recalculate 
automatically. But you can also set up your worksheet so that 
recalculation happens only when you want it to. See the ‘‘Working With 
Worksheet Standard Values’’ section in the AppleWorks Reference 
Manual. 


Copying Information 





Spreadsheet Typos? See the summary 
in Chapter 7. 








ae ere §~©6Moving On 


You can choose one of the methods for saving files that you read 
about in Chapter 2, according to what you want to do now. The 
following steps assume you want to save the worksheet and keep a 
copy of it on the Desktop so you can keep working with it. 


Steps to Follow Points of Interest 


1. Toreturn to the Main Menu, 


press (ESC). 


2. Tochoose option 3 from 
the Main Menu, type -: and 


press (RETURN). 


3. To indicate that you want to 
save the Our Budget file but 
keep a eGh 2 on Vine Desktop, 
make sure : miLickc t 1s 
highlighted. 7 Then press 
(RETURN). 


4. To indicate that you want to 
save the copy on the current 


disk, press (RETURN). 


5. Remove the Program disk, 
insert the Sample Files disk, 


and press (RETURN). 


6. To indicate that you want to 
replace the old file with the new, 


changed copy, press (RETURN). 


AppleWorks saves the file and returns you to the Main Menu. If you 
want to continue eet with Our Budget file, press (G)-(Q) and 
then choose :. Licks 2, 


And now, congratulations. You have entered the world of 
knowledgeable electronic-worksheet users. Now you can move on 
to Chapter 9 to learn about printing, and you'll finish this course 
with flying colors! 


By the Way: If you’re ready to start your own Spreadsheet worksheet, 
using your own numbers, see “‘Creating a Spreadsheet Worksheet”’ in 
Chapter 10 in the AppleWorks Reference Manual. 
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Printers and Printing 





139 AppleWorks and Printers 

141 Adding a Printer 

146 Removing a Printer 

147 Changing the Display Printer 

148 AppleWorks and Printing 

148 Printing the Display 

148 Printing a Data Base Report 

150 Printing a Word Processor Document 
151 Printing a Spreadsheet Report 
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Printers and Printing 


Before you print AppleWorks reports and documents, you must 
make sure AppleWorks has information about your printer. Read 
about that in the next section, ‘‘AppleWorks and Printers.”’ 


After you tell AppleWorks about your printer, you can print Data 
Base and Spreadsheet reports and Word Processor documents. 
You can also use a special AppleWorks feature that lets you make 
a copy of an AppleWorks display anytime. Read about that in 
‘“AppleWorks and Printing.”’ 


AppleWorks and Printers 


The AppleWorks program contains information about certain 
printers, and you know about your own printer situation. In order 
to print with AppleWorks, you must communicate to AppleWorks 
what you know about your printer so that AppleWorks can link up 
your information with the information it has. AppleWorks allows 
you to have up to three printers on your own list of printers. 


AppleWorks and Printers 





Identify your printer situation according to the following four 
possible situations: 


1. You have an Apple Dot Matrix Printer (DMP) and no other 
The default printer is the printer where printer. The Apple DMP is AppleWorks’ default printer, which is 
AppleWorks thinks you'll print. the printer AppleWorks chooses if you don’t specify another. If 
you have an Apple DMP and no other, you need read no further 





in this section. You’re set to print. 


2. You don’t have an Apple DMP, but you have another printer on 


AppleWorks’ list: 


See Appendix B in the AppleWorks Reference Manual for 


Apple Daisy Wheel Printer (DWP) 
Apple Silentype® 

Apple Imagewriter 

Epson™ Mx series 

Epson MX series with Graftrax + 
Epson RX series 

Epson FX series 

Qume® Sprint 5 

Qume Sprint 11 


Custom Printer 


additional compatible printers. 


If you don’t have an Apple DMP but you have one of these other 
printers, you must remove the Apple DMP as AppleWorks’ default 
printer and add the printer you have. You also specify your printer 
as the one where screen contents should print. See 


3. If you have an Apple DMP and one of the other printers on the 
list, you must tell AppleWorks about the other printer and make 
sure the printer specified for printing screen contents is the 


‘‘Adding a Printer”’ 
“Removing a Printer’’ 


‘““Changing the Display Printer.”’ 


correct one. See 





‘‘Adding a Printer’”’ 
‘““Changing the Display Printer.”’ 
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4. If your printer isn’t on AppleWorks’ list, the chances are you can 
still use it for AppleWorks reports by using the custom printer. 
See information for a custom printer in Appendix B. 


@ ‘Adding a Printer’ 
@ “Changing the Display Printer.”’ 





Adding a Printer 


You must add your printer if you are using any printer other than 
the Apple DMP. Here’s how to add a printer: 


if you’re restarting AppleWorks: Restart AppleWorks as you learned 
to do in Chapter 1. Then 





If the Our Budget file is on the Desktop but not displayed, 





t from the Desktop Index. 


press (G)-(Q) and select 








Steps to Follow Points of Interest 








Main Menu options, type 
then press (RETURN). 
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AppleWorks presents the Printer Information display, which is 
illustrated in Figure 9-2. The display in Figure 9-2 is for a new 
AppleWorks system: it has an Apple DMP as its default printer. No 
other printers are specified. 


Figure 9-2 Printer Information Display 


The numbered items represent your 
options. 


Default printer. 
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Figure 9-3. Add a Printer Display 








AppleWorks presents the Add a Printer display, which is illustrated 


in Figure 9-3. 
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4. To choose the printer you 
are adding, type its number and 


press (RETURN). 


AppleWorks asks for the name of the printer. 


5. Type the name of the 
printer, aname you like. The 
name can be up to 15 
characters long. Then press 


(RETURN ). 


AppleWorks asks how the printer is accessed: which slot or 
whether you are printing to a disk or to another Apple computer. 
Most likely the method of access will be slot 1. 


6. To choose the method of 


access for the printer, type its 
number and press (RETURN). 
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Now AppleWorks displays the information you have supplied so far 
for the printer and the standard information it knows about the 
printer. Figure 9-4 shows an example. 


Figure 9-4. Specific Information About 
Printer 









Printer’s name, the one you supplied 
Method of access, which you specified 


Printer type 


Specifics about the printer, which you 
can change 


If your printer is one of the printers on AppleWorks’ standard list, 
you probably won’t have to change any of the values in numbers 1 
through 4. But you can change any of the values, depending on 
your own printer. 


7. To change any of the 
specifications for your printer: 





@ To change options 1, 2, or 3, simply type ule number of be 
option and ee js Then eNOGSs | a = by typing + 
response to !. ee EPS wed - AppleWorks automatically 

changes the value to its gape: 


@ To change option 4, first type (4) and press (RETURN). Then 
type the new value for platen width, which is the distance your 


printer’s print head travels from left to right. Look in your printer 
manual for the platen width. 








The platen width can’t be any narrower than those you specify for 
your reports. If you give a report a platen width of 13.0 and this 
specification is 8.2, the right side of your report is lost. 


AppleWorks and Printers 








Your printer’s platen width is the 
distance the print head can travel from 
left to right. 





Press (RETURN) after you type the new value for platen width. 


To finish adding the printer: 


8. To return to the Printer 
Information display, press (ESC). 





About Printer Names: When you give your printer a name, you can be 
witty, cute, original, and creative. Let yourself go! (Just don’t use more 
than 15 characters.) This is your chance to personalize your system. 
Lots of people have Apple DMP’s, but how many have printers named 
‘Bagel’? 





Removing a Printer 


If you don’t have an Apple DMP, or if you get rid of an existing 
printer, you’ll want to remove the printer from your printer list. 
Here’s how to remove a printer: 


Steps to Follow Points of Interest 


1. To EADOSee 
re a 4 = from the list of 
Main pen options press (5) 


and (RETURN). 


AppleWorks presents the Other Activities menu. 
2. TO Choose mei Fi 


me 2ea ts “f=, press 


(7) and (RETURN). 


AppleWorks presents the Printer Information display. 


vs To Choose -enave a 
printer, vee Gla r=) and 
press 


AppleWorks presents the Remove a Printer display, which lists the 
printers you have now. 

4. Tochoose the printer you 

want to remove, type its 


number and press (RETURN). 
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You return to the Printer Information display. The printer has been 
removed from the list. If you remove the printer specified to print 

screen copies, you must put one in its place by following directions 
in the next section. 





Changing the Display Printer 


If you have removed the printer designated for printing screen 
contents or if you have added a printer where you want screen 
contents to print, you must change the printer where screen 
contents print: 


Steps to Follow Points of Interest 


1. To lsipictia 
Pitiaaid - ron the list of 
Main Meni Gutters press (5) 


and (RETURN). 


AppleWorks presents the Other Activities menu. 
2. TO Choose "eed i 


C=2, press 


(7) and (RETURN). 


AppleWorks presents the Printer Information display. 


3. Type and press 
(RETURN). 


4. Tochoose the printer where 
screen contents should print, 
type the number of the printer 


and press (RETURN). 


You return to the Printer Information display, and the printer you 
specified shows as the one where screen contents will print when 


you press (G)-(H). 


AppleWorks and Printers “a 








hn AppleWorks and Printing 


This section tells how to print a copy of the display. In addition, it 
summarizes preliminary steps, and it details final steps for printing 
a Data Base or Spreadsheet report or a Word Processor 
document. 





Printing the Display 


Any time you are working with AppleWorks, you can print a copy of 
the contents of the display. This is a handy feature for getting a 
quick copy of some Data Base records, for example, without 
having to format a report. It also lets you make a copy of a special 
Data Base report format or record layout. Here’s how to print a 
copy of the display: 


Steps to Follow Points of Interest 


1. Hold down and press H is for hard copy. 
lightly. 


AppleWorks prints a copy of the display on the printer designated 
for these copies. 





Printing a Data Base Report 


Follow these steps to create and print a Data Base Report: 


Steps to Follow Points of Interest 


1. Create a report format for AppleWorks uses this format as 
the report. To do that, press a guide for printing the report. 
(G)-(P) from the Review/Add/ 

Change display. 


2. Youcan change the printer AppleWorks uses printer 


options, if you want to, by options as specifications for 
pressing (G)-(0) from the exactly how to lay out the report 
Report Format display. To get on the page and for directions 
back to the Report Format to the printer. 


display, press (ESC). 


3. Toprint, press(G)-(P) from Do that after you have finished 
the Report Format display. the report format and specified 
the printer options. 
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AppleWorks displays the Print the Report display, which is 
illustrated in Figure 9-5. 


Figure 9-5. Print the Report Display 


Name of your printer 


Option that allows you to ‘‘print’’ to the 
screen 


Options for where to print 





4. Tochoose the printer where 
you want to print the report, 
type its number and press 


(RETURN). 





By the Way: Get a quick idea of how your report will look by printing to 
the screen before you print on your printer. 
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AppleWorks asks you how many copies you want to print. 


5. Press to accept 
AppleWorks’ default value for 


the number of copies, which is 


always 1. Or type the number of 


copies you want and press 


(RETURN ). 


6. Type the date if your report 
has a header, and press 


(RETURN). 


AppleWorks prints the report on the specified printer. 





Printing a Word Processor Document 


Follow these steps to create and print a Word Processor 


document: 


Steps to Follow 


1. Make sure 
Pewieiiericici-Lhareae 1S 
at the top of your display. 


2. Specify printer options for 
the document. To do that, press 


(G)-(0) from the 


screen. 


3. To print, press (ESC), then 
press and (P). 


Points of Interest 


AppleWorks uses printer 
options as specifications for 
exactly how to lay out the report 
on the page and for directions 
for the printer. 


Do that after you specify the 
printer options. 


AppleWorks asks whether you want to print from the beginning of 
the document, from the top of the page the cursor is on, or from 


the cursor. 

4. To choose Meciiririirea, 

PRLS Sage, Or Pros 
roasor, type the first letter 


of your choice. 





AppleWorks presents the Print Menu, which is similar to the one 


illustrated in Figure 9-5. 
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5. To choose the printer you 
want to print to, type its 


number and press (RETURN). 





AppleWorks asks how many copies to print. 


6. Press (RETURN) to print one 


copy, or type the number of 
copies you want and press 


(RETURN ). 


AppleWorks prints the document on the specified printer. 





Printing a Spreadsheet Report 


Follow these steps to create and print a Spreadsheet report: 


Steps to Follow 

1. Make sure 

MiGs Da Pic “Lares 1s 
at the top of your display. 


2. Specify printer options for 
the document. To do that, press 


(G)-(0) from the 


screen. 


3. To print, press (Esc), then 
press (G)-(P). 


Points of Interest 


AppleWorks uses printer 
options as specifications for 
exactly how to lay out the report 
on the page and for directions 
to the printer. It also uses them 
to determine whether you want 
a report header. 





AppleWorks asks how much of the worksheet you want to print. 


4. To choose Fiii, Meus, 
OPTS eae Ey pnasvaese, = or bey type 


the first letter of your choice. 


AppleWorks and Printing 


refers to all 
information, not all 999 rows 
and 127 columns in the 
worksheet. However, when you 
choose *: :, AppleWorks will 
only print as much information 
on each row as can fit on your 
printer. 











5. If you chose rows, columns, 
or block, use the arrow keys to 
highlight the area you want to 
print. 


AppleWorks asks for the report date, which goes on the report 
header if your report has one. 


6. To accept the best guess 


report date, press (RETURN). Or 


type a new report date and 


press (RETURN). 


AppleWorks asks how many copies to print. 
7. To accept the best guess of 


one copy, press (RETURN). Or 


type the number of copies you 


want and press (RETURN). 


AppleWorks prints the report on the designated printer. 
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Index 


The following abbreviations are 
used in this index: 

e DB for the Data Base 

@ SS for the Spreadsheet 

@ WP for the Word Processor 


See open-Apple key 
See left-arrow key 
See right-arrow key 
See up-arrow key 
See down-arrow key 


80-Column Text Card xiii 


Hee: 


> 


Add Files Menu 19 
Apple 80-Column Text Card xiii 
Apple Dot Matrix Printer 
(DMP) 140 
Apple keys 
See open-Apple key 
AppleWorks, uses of 3 
arranging DB records 44 
by more than one category 45 
in chronological order 45 
arranging spacing in DB 
reports 63 
arrow keys 
inDB_ 38, 42 
inSS 114 
available memory space 


B 


blinking bar cursor 
See cursor, insert 
blinking rectangle cursor 
See cursor, overstrike 
blots 83, 99 
boot disk 9 


10, 19 


index 





Cc 


carets in WP 101 
categories in DB 
changing positions 47 
defined 37 
deleting 60 
length 48, 94 
number of 42 
cell indicator, defined 110 
cell, defined 110 
Change Record Layout display 47 
changing 
among files 23 
category postions inDB 47 
cursorsinDB 40 
cursors in WP 81 
Program and data disks 19 
record layout 45 
values inSS_ 119 
character, defined 37 
characters per line 67 
clipboard 92, 96 
clock xiv 
date from 10 
column indicator 78 
coordinates, defined 110 
COPYA command 9 
copying 
AppleWorks disks 9 
formulas 134 
functions 133 
pointers 128-133 
Sample Files disk 9 
corrections 
inDB 41 
inSS 120 
inWP 82 








cursor 
changing inDB 40 
Changing in WP 81 
defined 11 
moving inDB 37 
movinginSS 111 
moving inWP 79 
cursor, insert 
inDB 39 
inWP_ 81 
cursor, overstrike 
inDB 40 
inWP_ 81 
customizing a record layout 45 
cut and paste 4, 92-98 
printing to the clipboard 96 


D 


Data Base 3, 35-71 
arranging records 44 
categories in 37 
changing category positions 47 
changing record layout 45 
characters in 37 
corrections in 41 
cursors 39, 40 
entries in 37 
finding records 43 
inserting information 39 
length of categories 48, 94 
moving the cursor 37 
record layout 42 
records in 37 
report format 55, 58 
report style 54-56 


PROELORE GE EI BME A PUBLUPELE A LO PUPPUBE GE ils £m 36 
selecting records 59 
terminology 36 
zooming in 42 
zooming out 43 
Data Base reports 53-71 
arranging spacing 63 
characters per line 67 
deleting categories 60 
headers 68-96 
left margin 68 
left-justifying categories 65 
line width 68 
lines per page 68 
moving categories 61 
paper length 68 
platen width 67 
preparing for cut and paste 92 


Index 





printer options 66 
printing 148 
printing length 68 
selecting records 59 
date on Program disk 10 
default printer 140 
default value 18 
deleting 
blocks of text in WP 82 
categories in DB reports 60 
characters in WP 82 
Desktop 7 
space available 
Desktop Index 24 
disk drives xiii 
one-drive systems 19 


10, 19 


disk(s) 

copying 9 
storing files on 6 
disk, rigid 27 


display printer, changing 147 
display, printing the 148 
DOS 3.3 9 

Dot Matrix Printer (DMP) 140 
down-arrow key 


inDB 38, 42 
inSS 114 
in WP 80 
E 


entry in DB, defined 37 
equipment list xiii 
(ESC) 13 

F 


file(s) 
changing back and forth 23 
defined 5 
list of 20 
options for saving 27 
saving changes 27 
selecting 21 
storing 6 

finding cellsinSS 106 

finding DB records 43 


format of DB report 55, 58 
formula 

defined 119 

copying 134 
function 

defined 117 

copying 133 


G, H 


help-available notice xii 
help information 
for Main Menu 12 
getting 12, xii 


/ 


insert cursor 39, 81 
inserting 
information in DB 39 
information in WP 81, 84 


rowinSS§ 126 
J, K 

K (Kilobytes) 19 
L 


label, defined 115 
labels-style report 57 
leaving AppleWorks 29, 30 
left-arrow key 
inDB 38 
inSS 114 
left margin 
inDBreports 68 
in WP 100 
left-justifying in DB reports 65 
length of categories 48, 94 
line indicator 78 
line width 67 
lines per page in DB reports 68 
list of AppleWorks files 20 
selecting files from 20 


M 


Main Menu 11 
memory, available space 10, 19 
menu 
Add Files 19 
Main 11 
Other Activities 142 
Report 57 
moving categories in DB 
reports 61 
moving the cursor 37 
inSS 114 
in WP 79 
multiple-record layout 42 


N 
no-change copying inSS_ 131 


index 





O 


open-Apple key 26 
and number inDB_ 38 


(G) and number inSS_ 114 
(G)-(D) in WP 83 
(G)-(J) inDB 42 
(S)-(E) 40 
(G)-(F)inDB 43 
(G)-(F)inSS 115 
(6)-(H) 148 
(G)-(1) in $s 126 
(G)-(J) inDB 65 
(G)-(L)inDB 46 
(G)-(—) in WP 80 
(6)-(m) in WP 97 
(G)-(0) in DB 67, 95 
(G)-(0) in WP 98 
(G)-(P) inDB 56 
(G)-(Q) 24 

(G)-(R) in DB 59, 60 
(G)-(—) inDB 61 
(G)-(-) in WP 80 
(G)-(S)_ 29 

-(TAB) inDB 38 
inSS 121 
inDB 62 
(6)-(Z) 42, 43 


Other Activities menu 142 
overstrike cursor 40, 81 


P 


paper length in DB reports 68 
platen width 67, 145-146 


pointer 
copying 128-133 
defined 118 


printer(s) xiii 
access method 144 
adding 141 
custom 141 
default 140 
display 147 
list of 140 
name for 146 
removing 146 
slot 144 
specifications 145 
Printer Information display 143 
printer options 
inDB_ 66, 68 
inWP 98-101 








printing 

DB reports 148 

the display 148 

SS 151 

to the clipboard 96 

WP documents 150 
printing length in DB reports 68 
ProDOS Filer 9 
ProFile xiv, 27 
Program disk 9 
prompt, defined 11 


Q 
quitting AppleWorks 29, 30 


R 


Random Access Memory (RAM) 7 
recalculating inSS 120-135 
records in DB 

arranging 44 

changing layout 45 

defined 37 

layout 42 

selection rules 59 
relative copying inSS_ 131 
removing a printer 146 
replacing information 

inthe DB 40 

inthe WP 81 
report 

formats 55, 58 

saving 70 

labels-style 55 

styles inDB 54 

tables-style 54 
Report Format display 58 
Report Header 68, 95 
Report Menu 57 
restarting AppleWorks 31 


11 
inSS 120,127 


inDB 36 
inSS 110 
inWP 79 
right-arrow key 
inDB 38 
inSS 114 
inWP 79 
rigid disk 27 
Ruler 
inDB 38 
inSsS 114 
in WP 80 
rules, record selection 59 


index 





S 
Sample Files disk 9 


save shortcut 29, 50, 86, 121 
saving files 27-31 
and keeping on Desktop 29, 
136 
and leaving AppleWorks 29 
and removing from Desktop 29, 


73 
options for 27 
shortcut 29, 86, 121 


with new filename 102 
saving report formats 72 
selecting files 21 
selection rules for records 61 


fevet 


Pec oF 


shortcut for saving files 29, 50, 
84, 121 


single-record layout 42 
sorting DB records 44 
source cells, defined 130 
space available 10, 19 
Spreadsheet 4, 107-136 
changing values 120 
copying pointers 128-133 
corrections 120 
finding cells 115 
formulas in 119 
functions in 117 
inserting arow 126 
labels 115 
moving the cursor 114 
pointers in 117 
printing 151 
recalculating 
source cells 130 
values in 116 
starting AppleWorks 
restarting 31 
Startup disk 9 
striking over characters 
inWP_ 81 
inDB 40 
switching among files 23 
switching Program and data 
disks 19 
system clock xiv 
date from 10 


120, 135 


r 


inDB 37 
tables-style report 54 


transferring information 
See cut and paste 


U 


up-arrow key 
inDB 38 
inSS 114 


V 


value, defined 116 


W 


Word Processor 4, 75-103 
blots 83,99 

column indicator 78 
corrections 82 
cursors 81 


Index 





deleting characters 82 
inserting information 81, 84 
line indicator 78 

moving the cursor 79 
printing 15 


Ruler in 80 
word wraparound 84 
WP printer options 98-101 
left margin 100 

zooming inon 100 
wraparound 84 
write protection 9 


XYZ 
zooming in 42 
in WP 100 


zooming out 43 
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